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The material is provided to you under a license agreement which restricts disclosure by you of this material. The 
material herein contains proprietary confidential information and trade secrets of substantial economic value to 
DST Systems, Inc. Any disclosure or dissemination of this information to persons or concerns not authorized by 
DST Systems, Inc. is strictly prohibited. 

The names of companies, products, people, characters, and/or data mentioned herein are fictitious and are in no 
way intended to represent any real individual, company, product, or event, unless otherwise noted. DST 
Systems, Inc. reserves the right to revise this publication and to make changes to its content, at any time, 
without any obligation to notify any person or entity of such revisions or changes. This document is not a 
comprehensive technical reference guide and applies only to the version of the software stated herein. 

All obligations of DST Systems, Inc. with respect to its systems, software, and services are described solely in 
written agreements between DST Systems, Inc. and its customers. This document does not constitute any 
amendment, interpretation, or other modification of any agreement between DST Systems, Inc. and any party. 

DST SYSTEMS, INC. IS NOT EXTENDING ANY WARRANTIES OR MAKING ANY REPRESENTATIONS TO 
ITS CUSTOMER WITH RESPECT TO THE SERVICES OF ANY INTERNET SERVICES PROVIDER OR TO 
ANY OTHER PRODUCTS OR SERVICES USED OR INSTALLED IN CONJUNCTION WITH THE DST 
SYSTEMS, INC. SYSTEMS, SOFTWARE AND SERVICES. THE ONLY WARRANTIES AND 
REPRESENTATIONS THAT DST SYSTEMS, INC. IS MAKING TO ITS CUSTOMER WITH RESPECT TO THE 
PRODUCTS AND SERVICES OF DST SYSTEMS, INC. ARE THOSE EXPRESSLY STATED IN THE WRITTEN 
AGREEMENT BETWEEN DST SYSTEMS, INC. AND ITS CUSTOMER. EXCEPT AS SET FORTH THEREIN, 
ALL SYSTEMS, SOFTWARE, SERVICES, AND RELATED DOCUMENTATION ARE PROVIDED w AS-IS", 
AND DST SYSTEMS, INC. SPECIFICALLY DISCLAIMS ANY AND ALL REPRESENTATIONS AND 
WARRANTIES, EXPRESS OR IMPLIED, INCLUDING WITHOUT LIMITATION WARRANTIES OF 
MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE. 

DST SYSTEMS, INC. SHALL NOT BE RESPONSIBLE AND SHALL HAVE NO LIABILITY FOR ANY 
ACTUAL, SPECIAL, INCIDENTAL, DIRECT, INDIRECT, PUNITIVE, EXEMPLARY OR CONSEQUENTIAL 
DAMAGES OR ANY DAMAGES WHATSOEVER ARISING OUT OF OR IN CONNECTION WITH IMPROPER 
INSTALLATION OF SOFTWARE OR FAILURE TO COMPLY WITH THE INSTRUCTIONS CONTAINED 
HEREIN, AND ANY LIABILITY OF DST SYSTEMS, INC. TO ITS CUSTOMER FOR OTHER DAMAGES OF 
ANY KIND OR FOR ANY OTHER THING OR MATTER SHALL BE LIMITED AS SET FORTH IN THE 
AGREEMENT BETWEEN DST SYSTEMS, INC. AND ITS CUSTOMER. 

© 1999, DST Systems, Inc. All rights reserved. 

TA2000 is a registered trademark of DST Systems, Inc. Other products and company names mentioned herein 
are the trademarks of their respective owners. 
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Introduction 



What is Vision? 



DST's Vision Mutual Fund Gateway is an interactive Web site, located at 
http://www.dstvision.com (http://www.dstvisionl28.com) that allows financial 
intermediaries such as broker/dealers and financial advisors, the ability to access 
fund, shareowner account, and dealer information in a real-time environment 
through the Internet. Information such as shareowner positions, account options, 
transaction histories, fund pricing and yields are some of the features available 
through Vision. 

Such information includes: 

• fund information 

• net asset value summaries 

• distribution information 

• order information 

• dealer, branch, and representative asset information 

• account summaries by representative or advisor number 

Vision Inquiry also enables financial intermediaries to access account 
information by: 

• dealer account number 

• fund account number 

• shareholder name 

• tax identification number or Social Security number 

• representative or advisor number. 



Vision was designed and developed specifically for the financial intermediary. 
We have focused on providing the financial professional with a truly friendly 
product that will make a tremendous impact on daily operations efficiency. 

Vision provides: 

• single logon access for all authorized fund groups 

• real-time, up-to-date fund and shareholder account information 



Vision Advantages 
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• transaction processing 

• new account establishment 

• intranet and extranet access 

Other Information About Vision 

The Training material contained in this manual will supplement the online help 
that is part of the Vision Web site. You may access this help material by clicking 
on the Help link at the bottom of any Vision window. The help information is 
displayed in a separate frame. Close the help frame to move back to the Vision 
content. 

Transaction and New Account Establishment 

For information about the transaction features of Vision Mutual Fund Gateway, 
refer to the Vision Transaction Training Guide. For information about the new 
account establishment features of Vision Mutual Fund Gateway, refer to the New 
Account Establishment Training Guide. 

Using This Guide 

The Vision Inquiry Training Guide is composed of the following sections: 

Chapter 1 : Explains how to log on to the Vision Mutual Fund Gateway 

Internet site, change your password, or select a fund 
management company. 

Chapters 2-16: Describes how to use the Inquiry features of Vision Mutual 
Fund Gateway. 

Each chapter includes the following information: 

• Vision windows — Images of each Vision window. 

• Overview — A high-level description of the information displayed on each 
window. 

• Procedures — The steps that must be completed on the window before 
continuing to the next window. 

• Entry Field Definitions — The name and descriptions of all fields that require 
entry or selection of information. 

• Display Field Definitions — The name and description of fields that display 
information. 

• Link Definitions — Describes hyperlinks to other windows within Vision. 

Security on the Vision Web Site 

Vision is secured by operator ID and password. All Vision users will be issued a 
Vision ID and password. Sharing an ID is not recommended. When the password 
expires or is invalid, the user will be prompted for a new or valid password. 
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Introduction 



See Chapter I: Accessing Vision Mutual Fund Gateway for instructions on 
entering your operator ID and password, and for accessing the Vision Web site. 
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Chapter 1 : 



Accessing Vision Mutual 
Fund Gateway 



Vision may be accessed by typing http://www.dstvision.com into the address 
box of your browser. If the fund requires 128-bit encryption, type 
http://www.dstvisionl28.com. 

Note: Some funds require 128-bit encryption. 




B Vision - Signon - IE foi DST Sytlei 



Mutual Fund Gateway® 

A Product of DST Systems, Inc. 



; - j Operator ID 



- Copyright© 1393 DST Systems, Inc. .All Rights Reserved 



Sign On window 



Vision Sign On 



Overview 

The Vision Sign-On window enables you to sign on to the system. 
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Note: All you need to use Vision is an Internet browser. Vision supports the 
latest versions of Microsoft Internet Explorer and Netscape 
Navigator/Communicator browsers. A monitor resolution of 800x600 is 
recommended. 

Procedures 

1. Type your alphanumeric ID in the Operator ID field. 

2. Type your password in the Password field. 

3. Click Submit. 

The Vision Mutual Fund Gateway Internet Agreement displays. 

Entry Field Definitions 



Operator ID 

Vision is secured by operator ID, which can be restricted at the dealer, 
dealer/branch, or dealer/representative level or by tax ID. The type of security 
associated with your Operator ID will affect the account information displayed 
on Vision windows. Your ID is assigned by the Vision Group ID and will be 
from four to eight alphanumeric characters long. To obtain an ID, go to the 
Vision enrollment Web site at http://www.dstvisioninfo.com and complete the 
online enrollment form. If the ID is not used within seven days of being 
assigned, or if there is no activity on the ID for 60 days, the ID will be disabled. 
To reset your ID, contact the DST Help Desk at 
(800) 228-3574. 



Password 

Your password must be a minimum of seven and a maximum of eight characters 
long. The password must contain at least one non-alpha, non-numeric character 
from the following list: !@#%_&*( )-/?_=+/. The password will appear as a 
series of asterisks. After three incorrect attempts to enter your password, your 
operator ID will be disabled. To obtain an initial password for your operator ID, 
contact the Vision group at (816) 843-6712. To reset your password, contact the 
DST Help Desk at (800) 228-3574. 

Note: If your ID is reset, your password will default to the initial password 
assigned by the Vision Group. 



Link Definitions 



Sign Up for Vision 

The Vision enrollment Web site contains information about the features and 
benefits of Vision as well as the required forms to enroll in Vision or to add funds 
to your existing access. 
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Change Password 

The Change Password window allows you to change your Vision password. 
Help 

All Vision Help windows open a new iteration of your browser. Please close the 
Help frame to return to Vision. This link appears on every page of the Vision 
Web Site. 



Change Password 



I -3 http://170.40. 72. 21 7/H/VisionTe4t?tx=PaM*»oidicz=b21 081 8081 4 132/1 904 1Bl9Uidx=91G394541 70807092 - MtcfosoU Internet... HQQ 




Overview 

The Change Password window enables you to change your current password. 
This window should also be used when your password has been reset. 
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Procedures 

1. Type your alphanumeric ID in the Operator ID field. 

2. Type your current password in the Password field. If your Vision sign-on ID 
is disabled, contact the DST Help Desk at 

(800) 228-3574 to reset your sign-on ID and password. 

3. Type your new password in the Change Password field. The password must 
be a minimum of seven characters and a maximum of eight characters long 
and must contain at least one non-alpha, non-numeric character from the 
following list: ! @ # % _ & * ( )-/? = + . 

4. Type your new password a second time in the Verify Password field. 

5. Click Submit. 

Note: Type your new password exactly as you typed it in the Change Password 
field. If you do not verify your password correctly, an error message will result. 
Use your browser's Back button to attempt to change the password again. 

Your password will be updated and the Vision Agreement displays. 
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Vision Internet Agreement 



Procedures 

The Vision Mutual Fund Gateway Internet Agreement appears the first time you 
log on and will appear every 150 days subsequently for each operator ID. Click I 
Agree once you have read the agreement. The Management Company Selection 
window displays. 



Management Company Selection 



I 



Vision • Management Company Selection - Microsoft Internet Exptotef 



Vision 

Mutual Fund Gateway® 



wew; # View Fund Documents 



Management Company Selection 



AMERICAN FUND SERVICES MGMT 
COLONIAL 

GLOBAL PRIME INVESTORS FUNDS 



Disclaimer Help 
E-Mail to Vision Support 



Copyright© 1999 DST Systems, Inc. Ail Rights Reserved. 



Vision Management Company Selection window 

Overview 

The Management Company Selection window enables you to select from a list of 
fund management companies that use Vision Mutual Fund Gateway. 

Procedures 

1. Highlight the name of the management company in the list box. 

Note: Vision will list only management companies for which you have 
access. To scroll through the list, click the up or down arrow button. 

2. Click Select. The Management Company Menu displays. 
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Accessing Vision 



Note: To add additional fund management companies to your current access, 
click the Sign up for Vision hyperlink on the initial Vision Sign-on window to 
go to the Vision enrollment Web site. Complete the Additional Funds Request 
form. Send or fax the form to the Vision group. To go directly to the 
enrollment site, access http://www.dstvisioninfo.com. 
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Chapter 2: 

Getting Started 



'5 Vision - Menu - Miciosoft Internet Exploiei 





GLOBAL PRIME INVESTORS 
FUNDS 

For Fund and Shareholder information, please call (816) 843-6712. 



E-Mail to GLOBAL PRIME DTVESTORS FUNDS Disclaimer Help 
E-Mail to Vision Support 

Copyright© 1999 DST Systems, Inc. All Rights Reserved. 
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Vision Menu window 



Management Company Menu 

Overview 

The Management Company Menu window provides options for accessing 
detailed information about the management company. 

Procedures 

Click on the desired information topic. The selected window will appear. 

Link Definitions 

Return to Management Company Selection 

Returns you to the Management Company Selection window. 
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Fund Information 

Displays a specific fund's net asset value (NAV), daily dividend rate, yields, total 
returns, average maturity, redemption charge, and exchange charge for a 
specified date. The most current information will be displayed unless a specific 
date is requested. 



Net Asset Value Summary 

Displays the net asset value (NAV) for each fund within the mutual fund family. 
The most current information will be displayed unless a specific date is 
requested. 



Distribution Information 

Displays a specific fund's dividend and capital gain information (including a 
record date, dividend and capital gain rate and price, reinvestment price and 
payable and reinvestment date). 



Order Information 

' Displays specific fund order information (including dealer registration, gross 
amount, trade price, shares, NAV, dealer net amount, trade date, and sales 
charge). Order information can be retrieved by entering an order number or an 
NSCC Fund/Serv control number. 



Dealer Information 

Displays dealer summary information at the dealer or dealer/branch level. Dealer 
information includes the dealer's registration, total assets, number of open and 
closed accounts, total accounts by matrix level, order summary information, and 
fund level assets. 



Account Summary by Rep/Advisor 

Displays representative-level account summary information (including fund 
number, number of open accounts by fund, share volume by fund, assets by fund, 
and totals). 



Search Accounts By 
Dealer Account (BIN) 

Enables you to retrieve shareholder account information by dealer account 
number within a specific fund or across all funds in a family of funds. 
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Getting Started 



Fund and Account 

Enables you to retrieve shareholder account information by fund account number 
within a specific fund or across all funds in a family of funds. 

Shareholder Name 

Enables you to retrieve shareholder account information by shareholder name 
within a specific fund or across all funds in a family of funds. 

Tax ID/SSN 

Enables you to retrieve shareholder account information by shareholder tax ID or 
social security number within a specific fund or across all funds in a family of 
funds. 

Rep/Advisor 

Enables you to retrieve shareholder account information by representative or 
advisor number within a specific fund or across all funds in a family of funds. 
You can retrieve and sort accounts by the following criteria: 

• tax ID number and ZIP code 

• cumulative discount number and ZIP code 

• fund number and account number 

• alphabetically by shareholder name 

Retirement Plans 
Retirement Plan Information 

(appears only if the management company supports this option) 

This new feature on the Vision Menu provides access to information about 
defined contribution plans including: 

• plan assets and year-to-date contributions 

• price and yield information 

• summary of plan participants 

• loan and withdrawal information by participant 

Electronic Media 
Electronic Statements 

(appears only if the management company supports this option) 

Vision users can access, view and print electronic statements that correspond in 
look, content and format to paper statements. You can search for electronic 
statements by tax ID/SSN, Rep/Advisor or Shareholder Name. Once you locate 
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the transaction, click the hyperlink to view, download or print an electronic 
statement including management company information, a portfolio summary, 
recommended portfolio allocation, earnings summary and year-to-date 
contributions. 



View Fund Documents 

(appears only if the management company supports this option) 

This feature allows the Vision client to access electronic images of prospectuses, 
fact sheets and other fund documents. The documents are searchable by SKU 
(stock-keeping unit), description or document type. Click Item Image to view, 
download and print the document displayed in the Search Results window. 



E-Mail to Fund 



E-Mail to Fund Hyperlink 

(appears only if the management company supports this option) 

A hyperlink near the bottom of the Vision Menu opens a window that allows you 
to e-mail questions and comments directly to the fund management company. 
The Comments field is required. Add your name, phone number or e-mail 
address or call the fund company if you would like a response. 
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Chapter 3: 

Fund Information 




Fund Information 

Overview 

The Fund Information window displays a fund's net asset value (NAV), daily 
dividend rate, yields, average maturity, redemption charge, and exchange charge 
for a specified date. 



Procedures 

1 . Highlight the desired fund from the Select a Fund list box. 

2. Type the date for which you want fund information. If you do not type a date, 
the most recent information will be retrieved. If you enter a non-business day 
(Saturday, Sunday, or a holiday) the previous business day's information will 
be retrieved. 

3. Click the Select button. General fund information will be displayed. 
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Entry Field Definitions 

Date 

Indicates the pricing date for which fund information is retrieved. The date must 
be entered in mm/dd/yyyy format. For example, to specify the date February 16, 
1998, type "02/16/1998". If no date or a non-business day is entered, the most 
recent valid business day's information will be retrieved. 

Retrieve Previous Date 

When selected, this check box will cause the prior day's information to be 
retrieved. 
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Display Field Definitions 

(Listed in window order.) 
NAV 

Displays the Net Asset Value. The Net Asset Value is the dollar value of one 
share of the fund as determined by the formula (total assets - total liabilities)/total 
shares outstanding. 

Daily Dividend Rate 

Displays the daily dividend rate for the fund and date specified (applicable for 
daily dividend funds only). 

Average Maturity (days) 

Displays the average time before the debt securities held by the fund will mature. 
Redemption Charge 

Displays the dollar amount or percentage if the fund has a charge to redeem 
shares. 

Exchange Charge 

Displays the dollar amount of the charge if the fund charges shareholders to 
exchange into another fund. 

Daily (yield) 

Displays the daily yield by the fund for the date displayed. 



Current 7-Day (yield) 

Displays the current seven-day yield average, as defined by the fund. The current 
seven-day yield average describes past performance of the fund and does not 
guarantee future results. 



Effective 7-Day (yield) 

Displays the effective seven-day yield average, as defined by the fund. The 
effective seven-day yield average describes past performance of the fund and 
does not guarantee future results. 



30 Day (yield) 

Displays the 30-day yield average, as defined by the fund. The 30-day yield 
average describes past performance of the fund and does not guarantee future 
results. 
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Annual (yield) 

Displays the annual yield average, as defined by the fund. The annual yield 
average describes past performance of the fund and does not guarantee future 
results. 



Breakpoint Levels 

Displays the purchase amount cut-off at which shareholders will be given 
discounts on the sales charge paid on new shares purchased. As the breakpoint 
amount increases, the sales charge associated with the price decreases. 

Sales Commission 

Displays the total fee paid to a broker for executing a trade based on the number 
of shares traded or dollar amount of the trade. 

Dealer Concession 

Displays the portion of the sales charge retained by the mutual fund underwriter 
^ when processing purchase transactions. 

J; PfiCe 

Displays the breakpoint value of one share of a mutual fund on any given date. 

s rv, — i ... ., „ .,, ,.,. „ ... 

pi Discount Category 

^ Displays the number assigned to each breakpoint amount. 

Is. 

rU ! 
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Net Asset Value Summary window 



Net Asset Value Summary 



Overview 

The Net Asset Value Summary window displays NAV information for each fund 
in the fund company. Information for the current date is initially displayed by 
default. 

Procedures 

To view information for a different date, complete the following steps: 

1. Type the desired date in the Date field or select the Retrieve Previous Date 
check box. 

2. Click the Retrieve push button. 

Information for the requested date will be displayed. 
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Entry Field Definitions 

Date 

Indicates the date for which net asset value information is displayed. The date 
must be entered in mm/dd/yyyy format. For example, to specify the date 
February 16, 1998, type 02/16/1998. If no date or a non-business date is entered, 
the most recent information will be displayed. 

Retrieve Previous Date 

When selected, this check box will cause the prior day's information to be 
retrieved. 



Display Field Definitions 

(Listed in window order.) 
DST Fund Code 

Displays the numeric code used to identify a fund on TA2000®. 
Fund Name 

Displays the full name of the fund. 
NAV 

Displays the dollar value of one share of the fund as determined by the formula 
(total assets - total liabilities)/total shares outstanding. 

As Of 

Displays the date on which the net asset value per share was calculated. 
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Distribution Information 

Overview 



The Distribution Information window displays a specific fund's dividend and 
capital gain information. 

Procedures 

1. Highlight the desired fund from the Select a Fund list box. 

2. Click the Retrieve push button. 

All distribution information for the specified fund will be displayed — most 
recent record date is first. 
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Distribution Information window 

Display Field Definitions 

(Listed in window order.) 



Record Date 

Displays the date on which a fund's distributions were recorded. 
Short-Term Rate 

Displays the dollar amount of the short-term capital gains that are paid per share. 
Short-Term Reinvest Price 

Displays the price per share at which short-term capital gains are reinvested. 
Long-Term Rate 

Displays the dollar amount of the long-term capital gains that are paid per share. 
Long-Term Reinvest Price 

Displays the price per share at which long-term capital gains are reinvested. 

Dividend Rate ' 

Displays the dollar amount of the dividend distribution to be paid per share. 
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Distribution Information 



Dividend Reinvest Price 

Displays the price per share for dividends to be reinvested. 
Payable Date 

Displays the date on which a distribution is made payable to shareholders. 
Reinvest Date 

Displays the reinvest date of the distribution. This date is used to determine the 
reinvestment price. 
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Order Information 

Overview 



The Order Information window displays price, share, date, dividend, capital gain, 
and summary information for an order. 
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Procedures 

To select an order, complete one of the following fields: 

• Select appropriate fund from the Select a Fund field. 

• To retrieve information by order number, type the fund order number in 
the Order Number field. 

• To retrieve information by control number, type the NSCC control number 
in the NSCC Control Number field. 

1. Click the Retrieve push button. 

Information for the requested order will be displayed. 
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Order Information window 

Entry Field Definitions 



Order Number 

A valid order number or NSCC control number is required. If you do not know 
the order number or NSCC control number, contact your mutual fund 
representative. 

NSCC Control Number 

A valid order number or NSCC control number is required. If you do not know 
the order number or NSCC control number, contact your mutual fund 
representative. 
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Display Field Definitions 

(Listed in window order) 
Transaction 

Displays the description for the type of transaction entered. 
Status 

Displays the status of the transaction. 
Tran Code/Suffix 

Displays the transaction code and suffix. The transaction code and suffix are 
assigned by the fund to define the specific transaction type for the transaction. 

Dealer/Branch 

Displays the dealer number and branch number used by the fund company for 
dealer and branch identification. 

Gross 

Displays the gross dollar amount of the purchase or redemption trade. 
Price 

Displays the price per share that corresponds to the transaction record. 
Shares 

Displays the number of shares corresponding to the order. 
Trade NAV 

Displays the net asset value dollar amount of the trade. This dollar amount equals 
the total number of shares in the trade multiplied by the net asset value (NAV) as 
of the trade date. 



Dealer Net 

For purchases, displays the total net dollar amount due from the dealer or the 
shareholder. For load funds, displays the gross dollar amount less the dealer 
commission amount. For redemptions, displays the total net proceeds due to the 
dealer or the shareholder. 

Discount Category 

Displays the price break a shareholder will receive on new shares purchased. 
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Confirmation 

Displays the month, day, and year on which the trade was processed. 



Processed 

Displays either the date the trade was processed to a shareholder's account or the 
date the trade was deleted from the Fail/Free File. 



Trade 

Displays the trade date that the operator assigned to the transaction. This date is 
the effective date of the transaction and may or may not be equal to the 
confirmation date. For financial transactions, this is the date used to determine 
the share price on the day the transaction was effective. 



Payment 

Displays the effective date of the trade for the transaction. The effective date 
indicates the date on which the dividend will be credited to the shareholder's 
account. 



Income Dividend Amount 

Displays the dollar value of dividends calculated while an order purchase was 
pending settlement and for which a check was mailed to the dealer. 



Income Dividend Shares 

Displays the share quantity for dividends calculated while an order purchase was 
pending settlement and for which shares were reinvested into the account once 
settled. 



Stock Dividend Shares 

Displays the share quantity for open trades on the Order Processing File for funds 
that have experienced a stock split. All trades that are open at the time of the 
stock split are adjusted accordingly. In the case of a 2-for-l stock split, a trade for 
150.000 shares would be increased by 150.000 shares. The increased number of 
shares is displayed in this field. 

Capital Gain Amount 

Displays the dollar value of capital gains calculated while an order purchase was 
pending settlement and for which a check was mailed to the dealer. 

Capital Gain Shares 

Displays the share quantity for capital gains calculated while an order purchase 
was pending settlement and for which shares were reinvested into the account 
once settled. 
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Short-Term Shares 

Displays the share quantity for short-term capital gains calculated while an order 
purchase was pending settlement and for which shares were reinvested into the 
account once settled. 

Account 

Displays the shareholder's account number, as identified by the fund company. 
Alpha Code 

Displays a shareholder's alpha code — a ten-character code used to designate the 
shareholder. It can be formatted in one of two ways: 

• the entire last name (up to ten characters) followed by as much of the first 
name as will fit 

• (5-4-1) the first five letters of the last name, the first four letters of the first 
name, and the middle initial 

If the first or last name does not have the required number of letters or if a middle 
initial is not supplied, hyphens (-) will complete the spaces. t 

LOI Number 

Displays the letter of intent (LOI) number. An LOI is a contractual agreement 
between a shareholder and a dealer stating that the shareholder will invest a 
certain dollar amount within a specific 13-month period for a specified reduction 
in price. 

Management Code 

Displays the two-character, alphabetic code used to identify the management 
company. 
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Dealer Information 

Overview 

The Dealer Information window provides summary information at the dealer or 
dealer/branch level. 

Procedures 

1. Type the dealer number in the Dealer Number field. 

Note: Depending on your security level, this field may be pre-filled or the field 
may be replaced by a drop down list displaying valid dealer numbers from which 
to select. 

2. You may also enter the branch number in the Branch Number field to retrieve 
branch-level summary information (optional). 

3. Click the Retrieve push button. 
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The requested dealer information will be displayed. 

The type of information displayed will depend on your operator ID security level. 
If you have: 

• Dealer number security: you may view specific dealer or dealer/branch 
summary information 

• Dealer/branch security: you may view branch-level summary information 
only 

• Dealer/representative security: you may view dealer registration information 
only 

• Tax ID security: you may view dealer or dealer/branch registration 
information 

• No security: you may view dealer level and branch level summary 
information. 

Entry Field Definitions 

Dealer Number 

The dealer number uniquely identifies the dealer. Depending on your security 
level, this field may be pre-filled, or the field may be replaced by a drop down list 
displaying valid dealer numbers from which to select. 

Branch Number 

The branch number is the alphanumeric identifier assigned to the dealer branch 
(optional). 
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Dealer Information window 
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Display Field Definitions 

(Listed in window order.) 



Total Assets 

Displays the total dollar value of all assets. The assets are calculated by totaling 
the shares for each account associated with the dealer or dealer/branch and 
multiplying the sum by the previous day's net asset value. 

Open Accounts 

Displays the total number of open accounts for the dealer or dealer branch. 
Closed Accounts 

Displays the total number of closed accounts for the dealer or dealer branch. 
Total Accounts by Matrix Level 

Displays the total number of accounts at each matrix level for the dealer or 
dealer/branch. Account totals are displayed for five levels of dealer control: 

Level 0 - non-networked broker account 
: £ Level 1 = broker control IRA margin account 

*^ Level 2 = customer name brokerage account 

Level 3 = broker control brokerage account 
f s = Level 4 = fund controlled brokerage account 

g 1 Net Orders 

H 1 Displays the net dollar value of all current orders. The amount is calculated by 



totaling the purchase orders paid and unpaid and subtracting any outstanding 



yi redemption orders. 
□ 



Total Orders 

Displays the total number of outstanding orders for the dealer or dealer/branch. 
Orders Older Than 30 Days 

Displays unsettled orders that are more than 29 days old and less than 60 days 
old. 

Orders Older Than 60 Days 

Displays unsettled orders that are more than 59 days old and less than 90 days 
old. 
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Orders Older Than 90 Days 

Displays unsettled orders that are more than 89 days old. 
Fund Name 

Displays the full name of the fund. 
Assets 

Displays the total assets within the fund for the selected dealer or branch. 
Paid Purchase Orders 

Displays the gross dollar amount for all paid purchase orders on the Order 
Processing File. 

Unpaid Purchase Orders 

Displays the gross dollar amount for all outstanding purchase orders on the Order 
_ Processing File. 

r! Redemption Orders 

%j Displays the gross dollar amount for all outstanding redemption orders on the 

I H Order Processing File. 
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Account Summary by Rep/Advisor 

Overview 

The Account Summary by Rep/Advisor window provides summary information 
on a specific representative/advisor. 

Procedures 

1. Type the dealer number in the Dealer Number field. 

Note: Depending on your security level, this field may be pre-filled, or the field 
may be replaced by a drop down list displaying valid dealer numbers from which 
to select. 
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2. Type the representative or advisor number in the Rep/ Advisor Number field. 

Note: Depending on your security level, this field may be pre-filled, or the field 
may be replaced by a drop down list displaying valid representative/advisor 
numbers from which to select. 

3. Click Search. The requested representative/advisor information will be 
displayed. 

Entry Field Definitions 



Dealer Number 

This number identifies the dealer associated with the representative or advisor. 
Depending on your security level, this field may be pre-filled, or the field may be 
replaced by a drop down list displaying valid dealer numbers from which to 
select. 



Rep/Advisor 

This number uniquely identifies the representative/advisor. Depending on your 
security level, this field may be pre-filled, or the field may be replaced by a drop 
down list displaying valid representative/advisor numbers from which to select. 




Account Summary by Rep/Advisor window 

Display Field Definitions 

(Listed in window order.) 
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Fund 

Displays the fund name. 
Number of Accounts 

Displays the number of open fund accounts managed by the 
representative/advisor. 

Shares 

Displays the combined number of shares corresponding to the account(s). 



Balance 

Displays the combined dollar value of all account(s). 



% of Balance 

Displays the approximate percentage of the representative/ad visor's total 
managed balance represented by this fund. Only whole percentages are displayed. 
Anything under 1% will be displayed as 0%. 
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Account Search by Dealer Account 

Overview 

The Account Search by Dealer Account (BIN) window enables you to retrieve 
shareholder account information by dealer account number. You may retrieve 
accounts within a specific fund or across all funds in the fund family. 

Procedures 



Searching for and Retrieving Account Information 

1. To specify search criteria, complete one of the following options: 

• If you have dealer, dealer/branch, or dealer/representative level 
security, complete the following steps: 
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a. Type the dealer account number in the Dealer Account (BIN) field. 

b. Click the Search push button. 

A list of shareholder accounts will appear. 

• If you have tax ID-level security or no security, complete the following 
steps: 

a. Type the dealer account number in the Dealer Account (BIN) field. 

b. Type the firm number (also known as FINS) in the Firm Number 

field. 

C. If the dealer account (BIN) has an agent-for-firm relationship, you 
may enter the agent's ID in the Agent for Firm field. An agent is also 
known as an executing dealer or correspondent firm. This field is 
optional. 

d. Click the Search push button. 

A list of shareholder accounts will appear. 

2. To retrieve detailed account information, click on the desired account number 
in the list. The Shareholder Account Information window will appear. 

Retrieving Accounts Across Funds 
Searching For Accounts by Dealer Account Number 

The Retrieve Accounts Across Funds check box will be selected by default. This 
check box enables you to retrieve information for accounts with the same dealer 
account number within a fund family. To search for an account by dealer in a 
specific fund only, complete the following steps: 

1. Click the Retrieve Accounts Across Funds check box to remove the check 
mark. 

2. Highlight the desired fund from the Select a Fund list box. 

3. Complete the remaining fields as instructed in Searching for and Retrieving 
Account Information above. 
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Account Search By Dealer Account (BIN) window 



Entry Field Definitions 



Retrieve Accounts Across Funds 

When selected, this check box will retrieve information for all accounts in a fund 
family that have the same dealer account number. 



Dealer Account (BIN) 

This number is used by the dealer to identify a client's account. Dealer account 
number is also referred to as broker identification number (BIN) or external 
account number. 



Firm Number 

This number is used to identify the firm. It is sometimes referred to as FINS, 
which stands for Financial Institution Numbering System. Depending on the 
security; this field may not be displayed. 



Agent for Firm 

The agent for firm identifies a dealer who has an agreement to process NSCC 
trades for another dealer. Agent for firm is also known as the executing dealer or 
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correspondent firm. This field is optional. Depending on the security, this field 
may not be displayed. 

Display Field Definitions 

(Listed in window order.) 
Account/Tax ID (SSN) 

Displays the shareholder's account number, as identified by the fund company, 
and the tax ID associated with the account. A shareholder's tax identification 
number is either a Social Security number or an employer identification number. 

Fund Code/Fund Name 

Displays the numeric code used to identify a fund on TA2000® and the full fund 
name. 

Shareholder Registration 

Displays the first two lines of the shareholder registration retrieved from the 
Voluntary Shareowner Account Master File. 

Shares/Balance 

Displays the number of shares in the shareholder's account and the corresponding 
dollar value. 

Total Account Balance 

Displays the total of all amounts in the Shares/Balance Column at the end of the 
Search Results list. If there is more than one page of results, the Total Account 
Balance will appear at the end of the list on the last page of results. 
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Account Search By Fund and Account window 



Account Search by Fund and Account 

Overview 

The Account Search by Fund and Account window enables you to retrieve 
shareholder account information by fund and account number. You may retrieve 
related accounts across all funds within that family of funds. The related account 
criteria is determined by the mutual fund company, and may vary between fund 
companies. 

Procedures 

1. To retrieve accounts within a specific fund, highlight the desired fund in the 
Select a Fund scroll box. 

2. Type the account number in the Shareholder Account Number field. 
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3. To retrieve related accounts across funds, select the Retrieve Related 
Accounts check box. 

4. Click the Search push button. 

A list of accounts that match your search criteria will be displayed. 

To retrieve detailed account information, click on the desired account number in 
the list. The Shareholder Account Information window will appear. 

Entry Field Definitions 

Shareholder Account Number 

Enter the shareholder's account number, as identified by the fund company. 
Retrieve Related Accounts 

When selected, all accounts related to the shareholder account entered will be 
retrieved. The fund company defines how accounts are related (for example, by 
tax ID number, ZIP code, or cumulative discount number). 
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Display Field Definitions 

(Listed in window order.) 



Account/Tax ID (SSN) 

Displays the shareholder's account number, as identified by the fund company, 
and the tax ID associated with the account. A shareholder's tax identification 
number is either a Social Security number or an employer identification number. 

Fund Code/Fund Name 

Displays the numeric code used to identify the fund on TA2000® and the full 
fund name. 



Shareholder Registration 

Displays the first two lines of the shareholder registration retrieved from the 
Voluntary Shareowner Account Master File (A87). 



Shares/Balance 

Displays the number of shares in the shareholder's account and the corresponding 
dollar value. 



Total Account Balance 

Displays the total of all amounts in the Shares/Balance Column at the end of the 
Search Results list. If there is more than one page of results, the Total Account 
Balance will appear at the end of the list on the last page of results. 

Note: This search can display the Total Account Balance for a maximum of 200 
accounts. 
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Account Search by Shareholder Name 

Overview 

The Account Search by Shareholder Name window enables you to retrieve 
shareholder account information by shareholder name. You may retrieve 
accounts across funds in the same fund family. 

Procedures 

1. To retrieve accounts within a specific fund, highlight the desired fund in the 
Select a Fund scroll box. 

2. To retrieve information for accounts with the same shareholder registration 
across a fund family, select the Retrieve Accounts Across Funds check box. 
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3. Type the shareholder's last name in the Last Name field. At least two 
characters of the last name are required. 

4. To further limit the search, complete one or more of the following optional 
fields: 

• Type the shareholder's first name in the First Name field. 

• Type the shareholder's middle initial in the Middle Initial field. 

• Select the shareholder's state from the State field drop-down list. 

5. Click the Search push button. 

A list of accounts that match your search criteria will be displayed. 

To retrieve detailed account information, click on the desired account number in 
the list. The Shareholder Account Information window will appear. 

Entry Field Definitions 

Retrieve Accounts Across Funds 

When selected, this check box will retrieve information for all accounts in a fund 
family that have the same shareholder registration. 

Last Name 

This name is the shareholder's last name on the account registration. At least two 
characters of the last name are required. 

First Name 

This name is the shareholder's first name on the account registration. This field is 
optional. 

Middle Initial 

This initial is the first letter of the shareholder's middle name on the account 
registration. This field is optional. 

State 

This is the state listed on the shareholder's account registration. This field is 
optional. 
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Searching by Shareholder Name 



Ej Virion • Account Search By Shareholder Name • IE tot DST Systems 




Account Search By Shareholder Name window 



Display Field Definitions 

Ul (Listed in window order.) 

yi 

UJ Account/Tax ID (SSN) 

S.I 

Displays the shareholders account number, as identified by the fund company, 
* _ and the tax ID associated with the account. A shareholder's tax identification 

^ number is either a Social Security number or an employer identification number. 

Fund Code/Fund Name 

O 

.fr; Displays the numeric code used to identify a fund on TA2000® and the full fund 

name. 

Shareholder Registration 

Displays the first two lines of shareholder registration retrieved from the 
Voluntary Shareowner Account Master File. 

Shares/Balance 

Displays the number of shares in the shareholder's account and the corresponding 
dollar value. 
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Account Search by Tax ID/SSN 



Overview 

The Account Search by Tax ID/SSN window enables you to retrieve shareholder 
account information by tax ID or Social Security number. You may retrieve 
accounts across all funds in the fund family. 

Procedures 

1. To retrieve accounts within a specific fund, highlight the desired fund in the 
Select a Fund scroll box. 

2. The Retrieve Accounts Across Fund check box is selected by default. This 
allows you to retrieve a list of accounts across the fund family. If you do not 
want to retrieve a list of all accounts in the fund family that are related by tax 
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ID or Social Security number, select this check box again to remove the check 
mark. 

3. Type the shareholder's tax ID or Social Security Number in the Tax ID/SSN 
field. 

4. Click the Search push button. 

A list of accounts that match your search criteria will be displayed. 

5. To retrieve detailed account information, click on the desired account number 
in the list. The Shareholder Account Information window will appear. 

Entry Field Definitions 

Retrieve Accounts Across Funds 

When selected, this check box will retrieve information for all accounts in a fund 
family that have the same shareholder tax ID or Social Security number. This 
check box is selected by default. 

Tax ID/SSN 

This number uniquely identifies the shareholder. You may enter the shareholder's 
tax ID number or Social Security number. 




Account Search by Tax ID/SSN window 
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Display Field Definitions 

(Listed in window order.) 
Account/Tax ID (SSN) 

Displays the shareholder's account number, as identified by the fund company, 
and the tax ID associated with the account. A shareholder's tax identification 
number is either a Social Security number or an employer identification number. 

Fund Code/Fund Name 

Displays the numeric code used to identify a fund on TA2000 and the full fund 
name. 

Shareholder Registration 

Displays the first two lines of shareholder registration retrieved from the 
Voluntary Shareowner Account Master File. 

Shares/Balance 

Displays the number of shares in the shareholder's account and the corresponding 
dollar value. 

Total Account Balance 

Displays the total of all amounts in the Shares/Balance Column at the end of the 
Search Results list. If there is more than one page of results, the Total Account 
Balance will appear at the end of the list on the last page of results. 
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Account Search by Rep/Advisor 

Overview 

The Account Search by Rep/ Advisor window enables you to retrieve shareholder 
account information by representative or advisor. You may retrieve accounts 
across all funds in the fund family. 



Procedures 

1. To retrieve accounts within a specific fund, highlight the desired fund in the 
Select a Fund scroll box. 

2. The Retrieve Accounts Across Funds check box is selected by default. This 
allows you to retrieve a list of accounts across the fund family. If you do riot 
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want to retrieve a list of all accounts in the fund family, select this check box 
again to remove the check mark. 

3. Type the dealer number in the Dealer Number field. Depending on your 
security level, this field may be pre-filled, or the field may be replaced by a 
drop down list displaying valid dealer numbers from which to select. 

4. Type either the representative or advisor number in the Rep/ Advisor Number 
field. Depending on your security level, this field may be pre-filled, or the 
field may be replaced by a drop down list displaying valid 
representative/advisor numbers from which to select. 

5. The Tax ID + ZIP Code sort criteria is selected by default. To sort the 
returned list of accounts in a different order, select the desired button. 

6. Click the Search push button. 

A list of accounts that match your search criteria will be displayed. 

To retrieve detailed account information, click on the desired account number in 
the list. The Shareholder Account Information window will appear. 



Entry Field Definitions 

Retrieve Accounts Across Funds 

When selected, this check box will retrieve information for all accounts in a fund 
family that have the same representative/ad visor number. 



Dealer Number 

This number is used by the fund to identify the dealer. Depending on your 
security level, this field may be pre-filled, or the field may be replaced by a drop 
down list displaying valid dealer numbers from which to select. 



Rep/Advisor Number 

This number identifies the representative or advisor assigned to the account. 
Depending on your security level, this field may be pre-filled, or the field may be 
replaced by a drop down list displaying valid representative/ad visor numbers 
from which to select. 



Tax ID + ZIP Code 

When selected, this button causes the returned list of accounts to be displayed in 
tax ID and ZIP code order. 



Cumulative Discount Number + ZIP Code 

When selected, this radio button causes the returned list of accounts to be 
displayed in cumulative discount number and ZIP code order. 
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Searching by Representative or Advisor 



Fund + Account Number 

When selected, this button causes the returned list of accounts to be displayed in 
fund name and account number order. 

Alphabetical by Name 

When selected, this button causes the returned list of accounts to be displayed in 
alphabetical order by shareholder name. 




mmmm 



Account Search By Rep/Advisor window 



November 1999 



© DST Systems, Inc. 



69 



PRLNT OF DKAWJ^r.s 
AS ORJCIN> 




sor Vision Inquiry Training Guide 



Display Field Definitions 

(Listed in window order.) 
Account/Tax ID (SSN) 

Displays the shareholder's account number, as identified by the fund company, 
and the tax ID associated with the account. A shareholder's tax identification 
number is either a Social Security number or an employer identification number. 

Fund Code/Fund Name 

Displays the numeric code used to identify the fund on TA2000® and the full 
fund name. 

Shareholder Registration 

Displays the first two lines of the shareholder registration retrieved from the 
Voluntary Shareowner Account Master File (A87). 

Shares/Balance 

Displays the number of shares in the shareholder's account and the corresponding 
dollar value. 

Total Account Balance 

Displays the total of all amounts in the Shares/Balance Column at the end of the 
Search Results list. If there is more than one page of results, the Total Account 
Balance will appear at the end of the list on the last page of results. 
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Shareholder Account Information window 
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Shareholder Account Information 

Overvi w 

The Shareholder Account Information window displays general account 
information and enables you to retrieve additional information relating to the 
account. 

Procedures 

1. View the displayed account information. 

2. To view additional information about the account, click one of the highlighted 
links displayed under the 'Account Options' or 'Additional Options' at the 
bottom of the window. Account options that are not highlighted as a link 
indicate that the option is turned on for that account, but there is no additional 
information available to view. 

Note: Displayed links will vary depending on the options established for the 
account. 

3. The selected window will appear. 

Link Definitions 

Links are displayed under the 'Account Options' and 'Additional Options' 
headings at the bottom of the Shareholder Information page. Only links 
corresponding to options established on the account will appear. 

Account History 

Displays account transaction lists. This link is displayed in two separate areas of 
the Shareholder Information window, at the top of the page, and under the 
'Additional Options' heading at the bottom of the page. 

Account Maintenance History 

Displays maintenance history for the account. 

Additional Mail 

Displays the full registration and additional mailing addresses associated with the 
account. 

Average Cost 

Displays initial and current cost basis information. 
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Bank Instructions 

Displays the routing number and address of the bank to which the shareholder 
account is linked as well as the account number, registration, and type. 

Certificates 

Displays certificate and status information about any issued certificates for the 
account. 

CDSC Hypothetical Calculation 

Displays hypothetical information on contingent deferred sales charge (CDSC) 
fees for a redemption from the account. Displayed fees are for informational 
purposes only. This window does not initiate an actual redemption transaction. 

Dealer Information 

Displays account and order summary information by dealer. 
Dividend Reinvestment 

Displays registration and fund information for the "from" and "to" accounts 
involved in an automatic dividend reinvestment plan. 

Fiduciary Account 

Displays beneficiary and transaction information for the account. 
Pending Trades 

Displays transaction information for pending trades associated with the account. 
Rights of Accumulation (ROA) * 

Displays group value amounts and information about accounts linked to the 
account 

Systematic Agreement 

Displays the calendar and redemption or purchase information for the systematic 
agreement. 

Systematic Exchange 

Displays calendar information and transaction settings for the systematic 
exchange. 
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Year End Summary 

Displays reporting, distribution, contribution, and form/tape status information. 

Return to Account Lists 

Returns to the Account List window. 

Display Field Definitions 

(Listed in window order.) 
Account 

Displays the shareholder's account number, as identified by the fund company. 
Total Shares 

Displays the current share balance of the account. 
Issued Shares 

Displays the number of shares that are in certificate form. 
Unissued Shares 

Displays the number of shares in the account that do not have issued certificates. 
Escrow Shares 

Displays the number of escrow shares held in the account. Escrow shares are held 
in custody by the transfer agent, pending successful completion of a letter of 
intent (LOI). Usually, the escrow share amount is equal to five percent of the LOI 
dollar amount. 

NAV Per Share 

Displays the dollar value of one share of the fund. Value is determined by the 
formula (total assets - total liabilities)/total shares outstanding. 

NAV as of Date 

Displays the date the NAV (net asset value) was calculated. 

Note: The NAV date is not necessarily the same as the current date. 

Pending Distribution Amounts (Cash) 

Displays the dollar amount of pending cash distributions. This field displays any 
of the following distribution types: 

• cash income dividends 
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• cash short term capital gains 

• cash long term capital gains 

• any other miscellaneous cash distribution amounts. 

Pending Distribution Amounts (Reinvest) 

Displays the dollar amount of pending reinvestment distributions. This field 
displays any of the following distribution types: 

• reinvest income dividends 

• reinvest short term capital gains 

• reinvest long term capital gains 

• any other miscellaneous reinvestment distribution amounts. 
Account Value 

Displays the dollar value of the account. Account value is determined by 
multiplying the sum of the issued and unissued shares by the net asset value. 

Daily Dividend Accrual 

Displays the dividend amount that has accrued within the account since the last 
dividend payment. This applies to daily dividend funds only. 

Capital Gains 

Displays the method for distributing capital gains: reinvest or pay in cash. 
Dividends 

Displays the method for distributing dividends: reinvest or pay in cash. 
Tax ID 

Displays the tax ID associated with the account. A shareholder's tax identification 
number is either a Social Security number or an employer identification number. 
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Date Established 

Displays the date that the shareholder's account was established with the fund. If 
the last maintenance date displayed for the account is before the date established, 
the Date Established field will indicate the date the account was first funded. 

Last Maintenance 

Displays the most recent voluntary update to the file. 
Dealer Name 

Displays the dealer firm name. 
Dealer/Branch 

Displays the dealer number and branch number used by the fund company for 
dealer and branch identification. 

Rep/Advisor Name 

Displays the name of the representative on the account. 
Rep/Advisor Number 

Displays the number assigned to the dealer representative on the account. 
Dealer Account 

Displays the number used by the dealer to identify a client's account. 
Matrix Level 

Displays one of five values to indicate the level of dealer control: 

• 0 = non-networked broker account 

• 1 = broker control IRA margin account 

• 2 = customer name brokerage account 

• 3 = broker control brokerage account 

• 4 = fund controlled brokerage account 
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Alpha Code 

Displays a shareholders alpha code. An alpha code is a ten-character code that 
can be formatted in one of the following ways: 

• the entire last name (up to ten characters) followed by as much of the first 
name as possible. 

• (5-4-1 ) the first five letters of the last name, the first four letters of the first 
name, and the middle initial. If the first or last name does not have the 
required number of letters or if a middle initial is not supplied, hyphens (-) 
will complete the spaces. 



Cumulative Discount Number 

Displays the cumulative discount (cum disc) number. A cumulative discount 
number links shareholder accounts to provide purchase discount pricing and for 
group reporting purposes. 



Letter of Intent Number 

Displays the letter of intent (LOI) number. An LOI is a contractual agreement 
between a shareholder and a dealer stating that the shareholder will invest a 
certain dollar amount within a specific 13-month period for a specified reduction 
in price. 



November 1999 



© DST Systems, Inc. 



77 



PRLNTOF DKAWlSr.S 
AS ORIGIN 




\J1 iaid(VlU*#a^* « 



Vision Inquiry Training Guide 



NOTES 



O 
■P 

U1 
01 
W 
M 



ru 
y 

O' 



78 



© DST Systems, Inc. 



November 1999 



PRIST OK DKA 
AS ORIGINAL! 




Chapter 15: 



Account Options 



This chapter describes the following account options: 



• Additional Mail 

• Average Cost 

• Bank Instructions 

• Certificates 

• Dividend Reinvest 

• Fiduciary Information 

• Pending Trades 

• Rights of Accumulation 

• Systematic Agreements 

• Systematic Exchanges 

These options are arranged in alphabetical order within this chapter. 

Account Option links are displayed under the "Account Options" headings at the 
bottom of the Shareholder Information page. Only links corresponding to options 
established on the account will appear. Account options that are not highlighted 
as a link indicate that the option is turned on for that account, but there is no 
additional information available to view. For a definition of the non-highlighted 
account options contact your fund client services representative. 
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Additional Mail 

Overview 

The Additional Mail window displays the mailing addresses associated with the 
account. The address on the shareholders account registration is initially 
displayed. Additional mailing addresses are displayed in the lower portion of the 
window and are labeled by type (for example, dividend mailing or interested 
party). 

Procedures 

1 . View the displayed information. 

2. To return to the Management Company menu, click on the Return to Menu 
link. 

3. To return to the Shareholder Account Information window, click on the 
browser's Back button. 

Link Definitions 

Return to Menu 

Returns to the Management Company menu. 
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Account Options 



Display Field Definitions 

(Listed in window order.) 
Account 

Displays the shareholder's account number, as identified by the fund company. 
Tax ID/SSN 

Displays the tax ID associated with the account. A shareholder's tax identification 
number is either a Social Security number or an employer identification number. 

XXX Mail 

Displays a secondary mailing address associated with the account. The field title 
will indicate the type of address displayed (for example, additional mail or 
interested party). 

Last Maintenance Date 

Displays the most recent voluntary update to the account registration. 
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Average Cost window 



Average Cost 



Overview 

The Average Cost window displays initial and current cost basis information. If 
the average cost cannot be calculated due to pending shareholder information, the 
transaction which caused the pending status will be displayed. 

Procedures 

1. View the displayed information. 

2. To return to the Management Company menu, click on the Return to Menu 
link. 

3. To return to the Shareholder Account Information window, click on the 
browser's Back button. 

Link Definitions 



Return to Menu 

Returns to the Management Company menu. 
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Display Field Definitions 

(Listed in window order.) 
Account 

Displays the shareholder's account number, as identified by the fund company. 
Tax ID/SSN 

Displays the tax ID associated with the account. A shareholder's tax identification 
number is either a Social Security number or an employer identification number. 

Initial Cost Basis 



Cost Basis Amount 

Displays the dollar amount of the shareholder's investment for tax purposes. The 
initial cost basis is as of the date in the Initial Cost Basis Effective From Date 
field. 

Shares 

Displays the number of shares that were in the account on the Effective From 
date. 

Cost Per Unit 

Displays the average cost per share when the transaction was processed. 
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Status 

Displays the account-level status at the time indicated by the Effective From date. 
One of the following statuses may be shown in this status field: 

• shareholder supplied 

• dealer supplied 

• pending 

• representative supplied 

• system: the account has never had any manual adjustments made to it 

• suspend: an adjustment is required because the number of shares found on the 
Voluntary Shareowner Account Master File does not equal the number of 
shares found on the Average Cost Shareowner Account Table. This 
discrepancy may be caused by a transfer or other transaction where cost per 
share was not indicated 

• transfer agent supplied 
Report Average Cost 

Displays whether the shareholder will receive an average cost statement. 
Last Maintenance Date 

Displays the most recent voluntary update to the file. 
Effective From Date 

Displays the beginning date for which the account's history is available online. 
This is the date from which average cost statements and transcripts may be 
generated. 



Current Cost Basis 
Cost Basis Amount 

Displays the dollar amount of the shareholder's investment for tax purposes. The 
current cost basis is as of the date in the Current Cost Basis Last Calculated Date 
field. 
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Shares 

Displays the number of shares in the account that were used to determine the 
current cost per unit. 

Cost Per Unit 

Displays the current average cost per share. 
Status 

Displays the account-level status. One of the following statuses may be listed in 
this field: 

• shareholder supplied 

• dealer supplied 

• pending 

• representative supplied 

• system: the account has never had any manual adjustments made to it 

• suspend: an adjustment is required because the number of shares found on the 
Voluntary Shareowner Account Master File does not equal the number of 
shares found on the Average Cost Shareowner Account Table. This 
discrepancy may be caused by a transfer or other transaction where cost per 
share was not indicated 

• transfer agent supplied 
Last Calculation Date 

Displays the date on which the last average cost calculation occurred. This date 
may be the result of a request for an average cost statement or transcript or the 
result of a periodic calculation performed by the fund. 



November 1999 



© DST Systems, Inc. 



85 




Bank Instructions 

Overview 

The Bank Instructions window displays the routing number and address of the 
bank to which the shareholder account is linked as well as the account number, 
registration, and type. 

Procedures 

1. View the displayed information. 

2. To return to the Management Company menu, click on the Return to Menu 
link. 

3. To return to the Shareholder Account Information window, click on the 
browser's 'Back' button. 

Link Definitions 

Return to Menu 

Returns to the Management Company menu. 
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Display Field Definitions 

(Listed in window order.) 
Account 

Displays the shareholder's account number, as identified by the fund company. 
TaxID/SSN 

Displays the tax ID associated with the account. A shareholder's tax identification 
number is either a Social Security number or an employer identification number. 



Routing 

Displays the Federal Reserve's nine-digit routing identification number assigned 
to the shareholder's bank. The first four digits indicate the bank's Federal Reserve 
ID number; the second four digits indicate the American Banking Association 
(ABA) number; the last digit is the check digit. 



Bank Account 

Displays the bank account number of the shareholder's bank. This account is the 
one to which funds are wired (in the case of a redemption) or from which 
payments are drawn (in the case of a pre-authorized purchase). 



Ol Bank Account Type 

Displays one of two values to indicate the type of bank account from which the 
purchase will be made or into which the redemption will be deposited: 

Er 

• C = checking 
nj • S = savings 

Ly 

Q Bank Name/Address 

^ Displays the name and address of the shareholder's bank. 

Bank Account Registration 

Displays the complete name(s) to which the bank account is registered. 
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Certificates window 



Certificates 



Overview 

The Certificates window displays certificate and status information about any 
issued certificates for the account. 

Procedures 

1. View the displayed information. 

2. To return to the Account List window, select the Return to Account List link. 

3. To return to the Shareholder Account Information window, click on the 
browser's Back button. 

Link Definitions 



Return to Menu 

Returns to the Management Company menu. 
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Display Field Definitions 

(Listed in window order.) 
Account 

Displays the shareholder's account number, as identified by the fund company. 
Tax ID/SSN 

Displays the tax ID associated with the account. A shareholder's tax identification 
number is either a Social Security number or an employer identification number. 

Prefix 

Displays the three-character preface to the certificate number. 
Certificate # 

Displays the certificate identification number associated with the issued 
certificate. 

Shares 

Displays the number of shares corresponding to the certificate. 
Issued 

Displays the month, day, and year on which the certificate was issued. 
Stopped 

Displays the month, day, and year on which the certificate was stopped because it 
was reported as lost or not received. 

Canceled 

Displays the month, day, and year on which the certificate was deposited to the 
shareholder's account. 

Replacement # 

Displays the new certificate number, if the certificate has been replaced with a 
new certificate. 
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Status 

Displays one of the following certificate status values: 

• Issued = the certificate is in issued form 

• Stopped = the certificate has been reported as lost 

• Canceled = the certificate has been deposited to the shareholder's account 

• Replaced = a previously "stopped" certificate has been replaced 
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Dividend Reinvestment window 



Dividend Reinvestment 

The Dividend Reinvestment window displays registration and fund information 
for the "from" and "to" accounts involved in an automatic dividend reinvestment 
plan. 
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Procedures 

1. View the displayed information. 

2. To return to the Management Company Menu window, select the Return to 
Menu link. 

Link Definitions 

Return to Menu 

Returns to the Management Company Menu window. 

Display Field Definitions 

(Listed in window order.) 
Account 

Displays the shareholder's "from" account number, as identified by the fund 
company. 

TaxID/SSN 

Displays the tax ID associated with the account. 
Plan Type 

Displays the type of investment plan associated with the "from" account. 
Classification 

Displays one of the following classifications for the "from" account: 

• control account 

• employer account 

• owner/employer account 

• employee account 

Reinvested to Fund 

Displays the fund information to which dividends are reinvested. 
Reinvested to Account 

Displays the account number to which dividends are reinvested. 
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Registration 

Displays the complete shareholder registration of the "to" account. This 
information is retrieved from the Voluntary Shareowner Master File (A87). 

Plan Type 

Displays the type of investment plan associated with the "to" account. 
Classification 

Displays one of the following classifications for the "to" account: 

• control account 

• employer account 

• owner/employer account 

• employee account. 
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Fiduciary Information 

Overview 

The Fiduciary Information window displays beneficiary and transaction 
information for the account. 
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Procedures 

1. View the displayed information. 

2. To return to the Management Company Menu, select the Return to Menu link. 

3. To return to the Shareholder Account Information window, click on the 
browser's Back button. 

Link Definitions 

Return to Menu 

Returns to the Management Company Menu. 

Display Field Definitions 

(Listed in window order.) 
Account 

Displays the shareholder's account number, as identified by the fund company. 
Tax ID/SSN 

Displays the tax ID associated with the account. A shareholder's tax identification 
number is either a Social Security number or an employer identification number. 

Planholder Birth date 

Displays the shareholder's date of birth. 

Planholder Marital Status 

Displays the shareholder's marital status. The status may be: 

• married 

• single 

Plan Type 

Displays the account type. The account type may be: 

• Keogh 

• benefit 

• IRA 

• spousal IRA 

• deferred 

• SEP IRA 

• deferred 403B 
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• 401K 
Classification 

Displays the contribution classification of the account. The classification may be: 

• control account 

• employer account 

• own employee 

• employee account 

Primary Beneficiary 

Displays the primary beneficiary's name, mailing address, relationship, tax 
identification number, and date of birth. This field also displays the date on 
which the primary beneficiary was designated as such. 



Secondary Beneficiary 

Displays the secondary beneficiary's name, mailing address, relationship, tax 
O identification number, and date of birth. This field also displays the date on 

=13 which the secondary beneficiary was designated as such. 

Current Year YTD Employer Contribution 

rfj Displays the current year-to-date contributions made by the employer. 

Current Year YTD Employee Contribution 

Displays the current year-to-date contributions made by the employee. 
?y Prior Year YTD Employer Contribution 

W Displays the year-to-date contributions made by the employer for the previous 

Q year. 
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Prior Year YTD Employee Contribution 

Displays the year-to-date contributions made by the employee for the previous 
year. 

Inception to Date Employer Contribution 

Displays the inception-to-date contributions made by the employer. 
Inception to Date Employee Contribution 

Displays the inception-to-date contributions made by the employee. 

Year to Date Capital Gains 

Displays the year-to-date capital gains earned. 

Year to Date Dividends 

Displays the year-to-date dividends earned. 

Inception to Date Capital Gains 

Displays the total capital gains earned since the inception of the account. 
Inception to Date Dividends 

Displays the total dividends earned since the inception of the account. 
Year to Date Nontaxable Withdrawals 

Displays the year-to-date nontaxable withdrawals made from the account. 
Year to Date Taxable Withdrawals 

Displays the year-to-date taxable withdrawals made from the account. 
Year to Date Withholdings 

Displays the year-to-date withholdings on the account. 
Inception to Date Nontaxable Withdrawals 

Displays the nontaxable withdrawals made from the account since its inception. 
Inception to Date Taxable Withdrawals 

Displays the taxable withdrawals made from the account since its inception. 
Inception to Date Withholdings 

Displays the withholdings on the account since its inception. 
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Pending Trades window 
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Pending Trades 

Overview 



The Pending Trades window displays transaction information for pending trades 
associated with the account. 

Procedures 

1. View the displayed information. 

2. To return to the Account List window, select the Return to Account List link. 

3. To return to the Shareholder Account Information window, click on the 
browser's Back button. 

Link Definitions 



Return to Menu 

Returns to the Management Company menu. 



Display Field Definitions 

(Listed in window order.) 
Account 

Displays the shareholder's account number, as identified by the fund company. 
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Tax ID/SSN 

Displays the tax ID associated with the account. A shareholder's tax identification 
number is either a Social Security number or an employer identification number. 

Trade Description 

Displays a description of the transaction. 
Trade Date 

Displays the date on which the transaction was priced. 
Shares 

Displays the number of shares involved in the transaction. 
Net Amount 

Displays the dollar amount of the transaction less commission. 
Gross Dollars 

Displays the total dollar amount of the transaction. 
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Rights of Accumulation window 



Rights of Accumulation 

Overview 

The Rights of Accumulation window displays group value amounts and 
information about accounts linked to the account. 

Procedures 

1 . View the displayed information. 

2. To view a list of accounts associated with a fund, click the Account List link 
to the right of the desired fund. 

3. To return to the Management Company Menu, select the Return to Menu link. 

4. To return to the Shareholder Account Information page, click the browser's 
Back button. 
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Link Definitions 

Account List 

Displays a scroll box of account numbers associated with a fund. 
Return to Menu 

Returns to the Management Company Menu. 

Display Field Definitions 

(Listed in window order.) 
Account 

Displays the shareholder's account number, as identified by the fund company. 
TaxID/SSN 

Displays the tax ID associated with the account. A shareholder's tax identification 
number is either a Social Security number or an employer identification number. 



Cumulative Discount Number 

Displays the cumulative discount (cum disc) number. A cumulative discount 
number links shareholder accounts to provide purchase discount pricing and for 
group reporting purposes. 

Group Value Amount 

Displays the total value of all mutual fund accounts associated with the 
cumulative discount group number. 

Net ROA Amount 

Displays the total dollar value of all cumulative shares on which a commission 
has been paid. 

Open Accounts 

Displays the total number of open accounts linked for rights of accumulation. 
Total Accounts 

Displays the total number of accounts linked for rights of accumulation. 
Fund 

Displays the information for a fund containing accounts associated with the 
cumulative discount group number. 
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Valuation 

Displays the total value of all accounts in the fund associated with the cumulative 
discount group number. 

Relationship 

Displays one of the following values: 

• Cumulative: Indicates that commissions have been paid on 100% of the total 
valuation of the accounts in the cumulative discount account group. 

• Associated: Indicates that commissions have been paid on less than 100% of 
the total valuation of the accounts in the cumulative discount account group. 



November 1999 



© DST Systems, Inc. 



101 



PRINT OF DkAVklNCS 
AS ORIGIN/ 




Vision Inquiry Training Guide 



'3 Vision - Systematic Agreements - Microsoft Internet Exploi 




Ticker -:CSMMF;'.<;r. 



*Aecoraie;6000005l21\ 



•■■ *? . /** ' Tax ID/SSN:rll2-l 1-9630 ' ; -£ 1055BROM>WATir^4;:^r^' -^v'l . ^" ! ! 




Month Processed Contribution .Year] 
January v", - Yes .; : N/A 

Aprfl^A' 1 ; Yes | V;? : IN/Af* ^ 



Month* vt Recessed Contribution Year 





^•:v.v^i ^, 

-** ' V . ***** 



Systematic Agreements window 



Systematic Agreements 

Overview 

The Systematic Agreements window displays the calendar and redemption or 
purchase information for the systematic agreement. 

Procedures 

1. View the displayed information. 

2. To return to the Management Company menu, click on the Return to Menu 
link. 

3. To return to the Shareholder Account Information page, click on the 
browser's Back button. 
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Link Definitions 

Return to Menu 

Returns to the Management Company Menu. 

Display Field Definitions 

(Listed in window order.) 
Account 

Displays the shareholder's account number, as identified by the fund company. 
Tax ID/SSN 

Displays the tax ID associated with the account. A shareholder's tax identification 
number is either a Social Security number or an employer identification number. 

Check 

Displays the dollar amount of the systematic agreement for a redemption check. 
ACH Purchase 

Displays the dollar amount of the systematic agreement for an ACH purchase. 
ACH Redemption 

Displays the dollar amount of the systematic agreement for an ACH redemption. 
Start Date 

Displays the month, date, and year on which the systematic agreement was 
started. 

Stop Date 

Displays the day, month, and year on which the systematic agreement will end. 
Processing Date(s) 

Displays the day(s) of the month on which a systematic agreement will be 
processed. 

Fiduciary Purchase Type 

Displays the specified purchase contributor for all systematic purchases into a 
fiduciary account. The contributors are: 

• employee = employee contribution 

• employer = employer contribution 
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Confirm Frequency 

Displays how often statements are sent to confirm systematic purchases into the 
account. 

Month/ Processed/ Contribution Year 

Displays Yes, No, or Defer for each month of the year, indicating whether the 
account is set up for monthly purchases into the account. 
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Systematic Exchange window 



Systematic Exchange 

Overview 



The Systematic Exchange window displays calendar information and transaction 
settings for the systematic exchange. 

Procedures 

1. View the displayed information. 

2. To return to the Management Company Menu, select the Return to Menu link. 

3. To return to the Shareholder Account Information page, click on the 
browser's Back button. 
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Link Definitions 

Return to Menu 

Returns to the Management Company Menu. 

Display Field Definitions 

(Listed in window order.) 
Account 

Displays the shareholder's account number, as identified by the fund company. 
Tax ID/SSN 

Displays the tax ID associated with the account. A shareholder's tax identification 
number is either a Social Security number or an employer identification number. 

Exchange To Fund 

Displays the fund information to which the exchange will be processed. 
Exchange To Account 

Displays the account number to which the exchange will be processed. 
Exchange Option 

Displays the type of exchange. The exchange may be: 

• dollar amount 

• rate 

• share count 

• declining balance 

• life expectancy float 

• life expectancy fixed 

Exchange Value 

Displays the amount of the exchange. This amount may be displayed as a dollar 
amount, percent, share amount, or declining balance amount, depending on the 
exchange option. 

Processing Date(s) 

Displays the day of the month on which the exchange will be processed. 
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Deduct Fee 

Displays "Yes" if a fee is charged for the exchange. Displays "No" if no fee is 
charged. 

Payment Type 

Displays the type of payment for a CDSC fund. Payment may be: 

• gross 

• net 

• no sales charge 
Discount Category 

Displays the price break a shareholder will receive on new shares purchased. 
Established Date 

Displays the date on which the systematic exchange plan was established. 
Fiduciary Redemption Type 

Displays the specified purchase contributor for all exchange relationships from a 
non-fiduciary account to a fiduciary account. The purchase contributor may be: 

• employee 

• employer 

• not applicable 

Month — Processed — Contribution Year 

Displays Yes, No, or Defer for each month of the year, indicating whether the 
account is set up for monthly exchanges out of the account. 
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Additional Account 
Information 



This chapter describes the following additional information windows: 

• Account Maintenance History 

• CDSC Hypothetical Calculation 

• Shareholder Account History 

• Year-End Summary 

These options are arranged in alphabetical order within this chapter. 
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Maintenance History window 



Account Maintenance History 

Overview 

The Account Maintenance History window displays maintenance history for the 
account. 

Note: There may be times when you receive a message that no maintenance 
history records are found for the account. There also may be times when the last 
maintenance date is listed as being prior to the established date of the account. 
These conditions occur when an account is established without an initial purchase 
(the purchase is received at a later date). In these situations, the Maintenance 
Date field will indicate the original established date for the account. The 
Establish Date field will indicate the date on which the account initially was 
funded. 
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Procedures 

1. View the displayed information. 

2. To return to the Management Company Menu, select the Return to Menu link. 

3. To return to the Shareholder Account Information page, click on the 
browser's Back button. 

Link Definitions 

Return to Menu 

Returns to the Management Company Menu. 

Display Field Definitions 

(Listed in window order.) 
Account 

Displays the shareholder's account number, as identified by the fund company. 
Tax ID/SSN 

Displays the tax ID associated with the account. A shareholder's tax identification 
number is either a Social Security number or an employer identification number. 

Maint Date 

Displays the month, day, and year on which updates that did not affect the share 
or cash balance were made to the account. 

Batch Number 

Displays either the data entry number used to group like items together or 
displays the system-generated batch number assigned to the transaction. 

Field Name 

Displays the name of the field that was updated. 
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Previous Field Value 

Displays the value of the specified field before the maintenance transaction was 
processed. 

Current Field Value 

Displays the value of the specified field after the maintenance transaction was 
processed. 
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Shareholder Account History window 



Shareholder Account History 

Overview 



The Shareholder Account History window displays transaction history 
information. 

Procedures 

1. View the displayed information. 

2. To return to the Management Company Menu, select the Return to Menu link. 

3. To return to the Shareholder Account Information page, click on the 
browser's Back button. 

Display Field Definitions 

(Listed in window order.) 
Account 

Displays the shareholder account number, as identified by the fund company. 
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TaxID/SSN 

Displays the tax ID associated with the account. A shareholder's tax identification 
number is either a Social Security number or an employer identification number. 

Description 

Displays a description of the transaction, such as the year of the transaction or the 
transaction type. 

Transaction Sequence # 

Displays a number indicating the sequence in which the transaction was 
processed. 

Confirmation Date 

Displays the month, day, and year on which the transaction was processed. 
Transaction ID 

Displays the transaction code and suffix. The transaction code and suffix allows a 
fund to define the specific transaction type for the displayed transaction. 

Trade Date 

Displays the trade date assigned to the specified transaction. This date is the 
effective date of the transaction and may or may not be equal to the confirmation 
date. For financial transactions, this is the date used to determine the share price. 

Batch # 

Displays either the data entry number used to group like items together or 
displays the system-generated batch number assigned to the transaction. 

Price 

Displays the price per share that corresponds to the transaction record. 
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Schedule 

Displays whether the transaction occurred before noon ("AM") or after noon 
("PM"). 

Amount 

Displays the total dollar amount of the transaction. 
Discount Cat 

Displays the price break a shareholder will receive on new shares purchased. 
Shares 

Displays the number of shares corresponding to the transaction. 
Cert 

Displays whether a certificate was issued for the transaction. 
Share Balance 

Displays the total share balance of the shareholder's account after the transaction. 
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CDSC Hypothetical Calculation window 



CDSC Hypothetical Calculation 



Overview 

The CDSC Hypothetical Calculation window displays information on contingent 
deferred sales charge (CDSC) fees for a redemption from the account. Displayed 
fees are for informational purposes only, and entries on this window will not 
initiate a redemption transaction. 
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Procedures 

1. Select the following button options to specify the method by which to 
calculate hypothetical CDSC fee information: 

• To redeem all shares in the account, click the Full Redemption button. 
Otherwise, the Partial Redemption button will be selected by default and 
you will be able to enter the number of shares or dollars to be redeemed. 

• To add the CDSC fees to the share/dollar amount redeemed, click the Net 
button. Otherwise, the Gross button will be selected by default and CDSC 
fees will be subtracted from the redemption amount you specify. 

If you selected the Partial Redemption button: 

• To specify a share amount to be redeemed, click the Shares button. 
Otherwise, the Dollars radio button will be selected by default. 

2. If you selected the Partial Redemption button, type the redemption amount (in 
shares or dollars, as appropriate) in the Redemption Amount field. 

3. Click the Calculate push button. The fee amount will be calculated and 
displayed in the upper portion of the window. 

Entry Field Definitions 



Redemption Amount 

If hypothetical fees are being calculated on a partial redemption, the Redemption 
Amount field must be completed. 

• If the Dollars button is selected, enter the dollar amount of the redemption. 
Enter whole dollar amounts only. 

• If the Shares button is selected, enter the number of whole shares to be 
redeemed. 



Link Definitions 

CDSC Fee Description 

Displays CDSC information specific to the fund family. 
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CDSC Hypothetical Calculation window 
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Display Field Definitions 

(Listed in window order.) 
Account 

Displays the shareholder's account number, as identified by the fund company. 
Tax ID/SSN 

Displays the tax ID associated with the account. A shareholder's tax identification 
number is either a Social Security number or an employer identification number. 

Redeeemed Dollars 

Displays the total dollar value of the redemption. 
Redeemed Shares 

Displays the total share amount of the redemption. 
NAV Per Share 

Displays the dollar value of one share of the fund as determined by the formula 
(total assets - total liabilities)/total shares outstanding. 

CDSC Fee 

Displays the total CDSC fee charged to the redemption. 
Free Money 

Displays the amount of money in the account that is not subject to CDSC fees. 
Check Amount 

Displays the total dollar amount that would be issued to the shareholder. (If the 
Gross redemption option was selected, this amount will be less any CDSC fees.) 
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Year End Summary 
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Year End Summary 

This function allows the operator to view information pertaining to fiduciary and 
non-fiduciary tax reporting for the current and prior tax year including the status 
of the various IRS forms, distribution information, IRS withholding, and foreign 
withholding. 
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Display Field Definitions 



Account 

Displays the shareholder's account number, as identified by the fund company. 



Account Value as of XX/XX/XXXX 

Displays the total market value of the account as of the date shown. This field 
displays when "Prior Tax Year" was selected on the previous window. 



Average Assets 

Displays the average assets for the account for the taxable year. 
Cap Surplus 

Displays the capital surplus amount as 

• the total from the capital surplus category on the Year End Fund/ Account 
Totals File, or 

• the total from the reallocated capital surplus category on the Year End 
Fund/Account Totals File 

This field may display both an original amount and a reallocated amount. A 
minus sign (-) displays next to any negative amount. There is no original non- 
taxable income dividend amount. Non-taxable income dividends can be obtained 
only through reallocation. 



Dividend Income 

Displays the ordinary income reported in Box IB of the 1099-DIV tax form. 
Estimated Account Value 

Displays the total market value of the account for the current tax year. This field 
displays when "Current Tax Year" was selected on the previous window. 

Foreign Tax Paid 

Displays the total from the foreign tax credit category on the Year End 
Fund/ Account Totals File. This amount should equal the amount displayed under 
"Foreign tax paid" on both the 1099-DIV form for domestic accounts and on the 
1099-INTform. 



Foreign Tax Rate 

Displays the foreign tax rate that should be withheld from dividend and capital 
gains distributions paid to a foreign account. This rate is taken from the 
Voluntary Shareowner Account Master File (A87) on December 3 1 of the taxable 
year. 
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Investment Expense 

Displays the fund expense amount on the Year End Fund/Account Totals File. 
On the 1099-DIV form, the amount displayed should equal the amount under 
investment expense. 

Long-Term Cap Gains 

Displays the long-term capital gains paid per share. 
Non-Taxable Income 

Displays the non-taxable reallocated income dividend amount from the Year End 
Year to Date Account Totals file. 

Reporting Type 

Displays the plan type. Plan types are: 

• Foreign 1099 

• Foreign 1042S 

• Foreign Fiduciary-Non-IRA 

• Foreign IRA 

• Domestic 1099 

• Domestic 1042S 

• Domestic Fiduciary-Non-IRA 

• Domestic IRA 

Return to Menu 

Returns to the Management Company menu. 
Section 1250 Cap Gains 

Displays the section 1250 capital gains paid per share. 
Short-Term Cap Gains 

Displays the short-term capital gains paid per share. 
Tax ID/SSN 

Displays the tax ID associated with the account. A shareholder's tax 
identification number is either a Social Security Number or an employer 
identification number. 
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Taxable Income 

Displays the taxable income dividend amount from the Year End Year to Date 
Account Totals file. 

Distributions 

Death 

Displays the total in the death distributions category on the Year End 
Fund/ Account Totals File. This amount appears on the 1099-R form. 



Disability 

Displays the total in the disability distributions category on the Year End 
Fund/Account Totals File. This amount will appear on the 1099-R form. 

Education IRA 

Displays the total amount of distributions from an educational IRA account in the 
tax year. 

Excess 

Displays the total in the excess distributions category on the Year End 
Fund/Account Totals File. This amount appears on the 1099-R form. 



Gross 

Displays the gross dollar amount determined by the type of 1099 form: 

• 1099-DIV — displays the amount under "Gross dividends and other 
distributions" for domestic accounts. The 1099-DIV amount should equal the 
sum of the following amounts: ordinary income + long-term capital gains + 
capital suiplus (including the non-taxable income dividends). 

• 1099-INT — displays the amount under "Earnings from Savings and Loan". 

• 1 042 displays the "Gross amount of income paid". 



Loan Default 

Displays the total amount of distributions from an account as a result of a loan 
default during the tax year. 



Non-Tax 

Displays the non-taxable dividends from reallocated income. This amount comes 
from the Year End Fund/ Account Totals File. Taxable income is the total from 
the reallocated surplus and the non-taxable income dividend categories on the 
Year End Fund/ Account Totals File. 
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Note: On the 1099-DIV form, the amount displayed should equal the amount 
under "Non-Taxable Distributions" for domestic accounts. There is no original 
non-taxable income dividend amount. Non-taxable income dividends can be 
obtained only through reallocation. Only a reallocated amount is possible for this 
field. A minu sign (-) will appear next to any negative amount. 

Normal 

Displays the total in the normal distributions category on the Year End 
Fund/ Account Totals File. This amount will appear on the 1099-R form. 

Premature 

Displays the total in the premature distributions category on the Year End 
Fund/ Account Totals File. This amount will appear on the 1099-R form. 

Pre-Exempt 

Displays the total amount of liferexpectancy withdrawals from fiduciary 
accounts. Life-expectancy withdrawals taken by shareowners under age 59/2 are 
not subject to the taxes normally imposed on a redemption made to an individual 
under age 59 V2. 

Prohibited 

Displays the total in the prohibited distributions category on the Year End 
Fund/ Account Totals File. This amount will appear on the 1099-R form. 

Simple IRA 

Displays the total amount of premature taxable distributions from a Simple IRA 
in the tax year. A premature distribution is a distribution made to an individual 
who is not yet 59Vz years old from an account less than two years old. 



Contributions 
Conversion Roth 

Displays the total contributions that were rolled from another retirement type 
account into a Conversion ROTH IRA for the tax year. 

Employee (Current Year) 

Displays the non-IRA contributions made by the employee for the current year. 
This amount is reported on the 5498 tax form. 
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Employee (Tax Year) 

Displays the non-IRA contributions made by the employee between January 1 
arid April 15 to be applied to the previous tax year's contributions. This amount 
is reported on the 5498 tax form. 

Employer (Current Year) 

Displays the SEP employer contributions made in the current year that apply to 
the current tax year. 

Employer (Tax Year) 

Displays the non-IRA contributions made by the employer between January 1 
and April 15 to be applied to the previous tax year's contributions. This amount 
is reported on the 5498 tax form. 



Employer Salary Reduction (Current Year) 

Displays the contributions taken from employer salary reduction plans made in 
the account for the current year. 

Employer Salary Reduction (Tax Year) 

Displays the contributions taken ( from employer salary reduction plans made in 
the account for the tax year. 

5498 IRA 

Displays the contributions for an 5498 IRA account. This field is calculated from 
fields in the Year End (B83) file as follows: 

IRA-CONTRIBUTIONS-TAX- YEAR + I RA- CONTRIBUTIONS -CURR- YEAR + 
S EP-EMPLYEE-CONTR- TAX- YEAR + SEP -EMPLYEE-CONTR- CURR- YEAR = 
5498-IRA-AMT 

5498 SEP/Simple 

Displays the amount of contributions for an 5498 SEP/Simple IRA account. This 
field is calculated from fields in the Year End (B83) file as follows: 

SEP-EMPLYR-CONT-TAX-YR-AMT+ SEP-EMPLYR-CONT-CUR-YR-AMT+ SEP- 
ER- SAL-RED- TAX- YR-AMT+ SEP -ER- SAL- RED-CUR- YR-AMT - 5498-SEP- 
SIMPLE-AMT 

IRA (Current Year) 

Displays the totals from the IRA Contributions, Current Year category on the 
Year End Fund/Account Totals File. 
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IRA (Tax Year) 

Displays the totals from the IRA Contributions, Taxable Year category on the 
Year End Fund/ Account Totals File. 

Rollover 

Displays the total rollover contributions category from the Year End 
Fund/ Account Totals File. This amount will appear on the 5498 form as 
"Rollover IRA Contributions." 

Withholdings 
Dividend 

Displays the total in the dividend withholding category on the Year End 

Fund/ Account Totals File. This amount is reported on the 1099-DIV form under 

Federal Income Tax Withheld. 



Foreign 

Displays the accumulated total of nonresident alien (NRA) withholdings for 
foreign shareholders. This amount equals the foreign tax rate multiplied by the 
total dividend distributions. 

Redemption 

Displays the total in the redemption withholding category on the Year End 
Fund/ Account Totals File. This amount will appear on the 1099-R in the 
following boxes: 

• Box 1 = Gross Distributions 

• Box 2 = Taxable Amount (distribution category of "3") 

Reallocations 
Cap Surplus 

Displays capital surplus that has been reallocated due to Fund error. 
Dividend Income 

Displays income dividends that have been reallocated due to Fund error. 
Long-Term Cap Gains 

Displays long-term capital gains that have been reallocated due to Fund error. 
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Section 1250 Cap Gains 

Displays Section 1250 capital gains that have been reallocated due to Fund error. 
Short-Term Cap Gains 

Displays short-term capital gains that have been reallocated due to Fund error. 

Form/T ape Status 

Form/Status 

Displays the status of each of the listed forms. A form may be: 

• not created 

• produced 

• corrected 

• zeroed 

Tape/Status 

Displays the status of each of the listed tapes. A tape may be: 

• not created 

• produced 

• corrected 

• zeroed 
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current year YTD employee 

contribution 93 
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contribution 93 



daily (yield) 24 

daily dividend accrual 73 
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date 22,28 
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The material is provided to you under a license agreement which restricts disclosure by you of this material. The 
material herein contains proprietary confidential information and trade secrets of substantial economic value to 
DST Systems, Inc. Any disclosure or dissemination of this information to persons or concerns not authorized by 
DST Systems, Inc. is strictly prohibited. 

The names of companies, products, people, characters, and/or data mentioned herein are fictitious and are in no 
way intended to represent any real individual, company, product, or event, unless otherwise noted. DST 
Systems, Inc. reserves the right to revise this publication and to make changes to its content, at any time, 
without any obligation to notify any person or entity of such revisions or changes. This document is not a 
comprehensive technical reference guide and applies only to the version of the software stated herein. 

All obligations of DST Systems, Inc. with respect to its systems, software, and services are described solely in 
written agreements between DST Systems, Inc. and its customers. This document does not constitute any 
amendment, interpretation, or other modification of any agreement between DST Systems, Inc. and any party. 

DST SYSTEMS, INC. IS NOT EXTENDING ANY WARRANTIES OR MAKING ANY REPRESENTATIONS TO 
ITS CUSTOMER WITH RESPECT TO THE SERVICES OF ANY INTERNET SERVICES PROVIDER OR TO 
ANY OTHER PRODUCTS OR SERVICES USED OR INSTALLED IN CONJUNCTION WITH THE DST 
SYSTEMS, INC. SYSTEMS, SOFTWARE AND SERVICES. THE ONLY WARRANTIES AND 
REPRESENTATIONS THAT DST SYSTEMS, INC. IS MAKING TO ITS CUSTOMER WITH RESPECT TO THE 
PRODUCTS AND SERVICES OF DST SYSTEMS, INC. ARE THOSE EXPRESSLY STATED IN THE WRITTEN 
AGREEMENT BETWEEN DST SYSTEMS, INC. AND ITS CUSTOMER- EXCEPT AS SET FORTH THEREIN, 
ALL SYSTEMS, SOFTWARE, SERVICES, AND RELATED DOCUMENTATION ARE PROVIDED "AS-IS", 
AND DST SYSTEMS, INC. SPECIFICALLY DISCLAIMS ANY AND ALL REPRESENTATIONS AND 
WARRANTIES, EXPRESS OR IMPLIED, INCLUDING WITHOUT LIMITATION WARRANTIES OF 
MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE. 

DST SYSTEMS, INC. SHALL NOT BE RESPONSIBLE AND SHALL HAVE NO LIABILITY FOR ANY 
ACTUAL, SPECIAL, INCIDENTAL, DIRECT, INDIRECT, PUNITIVE, EXEMPLARY OR CONSEQUENTIAL 
DAMAGES OR ANY DAMAGES WHATSOEVER ARISING OUT OF OR IN CONNECTION WITH IMPROPER 
INSTALLATION OF SOFTWARE OR FAILURE TO COMPLY WITH THE INSTRUCTIONS CONTAINED 
HEREIN, AND ANY LIABILITY OF DST SYSTEMS, INC. TO ITS CUSTOMER FOR OTHER DAMAGES OF 
ANY KIND OR FOR ANY OTHER THING OR MATTER SHALL BE LIMITED AS SET FORTH IN THE 
AGREEMENT BETWEEN DST SYSTEMS, INC. AND ITS CUSTOMER. 

© 1999, DST Systems, Inc. All rights reserved. 

TA2000 is a registered trademark of DST Systems, Inc. Other products and company names mentioned herein 
are the trademarks of their respective owners. 

Vision Transaction Training Guide 
November 1999 

DST Systems, Inc. 

333 West 11th Street 

Kansas City, MO 64105-1594 

www.dstsystems.com 



Printed in U.S.A. 



PRINT OF DRAVkLNGS 



Contents 

Introduction 5 

What is Vision? 5 

Vision Advantages 5 

Using This Guide 6 

Security on the Vision Web Site 7 

y Chapter 1: Accessing Vision Mutual Fund Gateway 9 

1p Vision Sign On „.„ ; 9 

\J Change Password 1 1 

^ : = Vision Internet Agreement 14 

m 

f g Management Company Selection 14 

%j Management Company Menu 15 

L ^ Chapter 2: Searching by Dealer Account 19 

a"""" 

fy Account Search by Dealer Account : 1 9 

US 

Chapter 3: Searching by Fund and Account 25 

JJ Account Search by Fund and Account 25 

~ Chapter 4: Searching by Shareholder Name 29 

Account Search by Shareholder Name 29 

Chapter 5: Searching by Tax ID or Social Security Number 33 

Account Search by Tax ID/SSN Help 33 

Chapter 6: Searching by Representative/Advisor Number 37 

Account Search by Rep/ Advisor 37 

Chapter 7: Shareholder Account Information 41 

Shareholder Account Information 41 

Chapter 8: Purchases 47 



November 1999 



©DST Systems, Inc. 



3 



Vision Transaction Training Guide 



Purchase 47 

Purchase Verification 1 49 

Purchase Confirmation 51 

Chapter 9: Redemptions 53 

Redemption 53 

Redemption Verification 57 

Redemption Confirmation 59 

CDSC Hypothetical Calculation '61 

Chapter 10: Exchanges 65 

Exchange 66 

Exchange Verification 68 

Exchange Confirmation 70 

Index 73 



4 



©DST Systems, Inc. 



November 1999 



PRLNTOF DRA 
AS ORIGIN Al| 




Introduction 



What is Vision? 



DST's Vision Mutual Fund Gateway is an interactive Web site, located at 
http://www.dstvision.com (http://www.dstvisionl28.com), that provides 
financial intermediaries, such as broker/dealers and financial advisors, the ability 
to access fund, shareowner account, and dealer information in a real-time 
environment, through the Internet. Information such as shareowner positions, 
account options, transaction histories, fund pricing and yields are some of the 
features available through Vision. With proper authorization, Vision also allows 
the financial intermediary to execute transactions such as exchange, redemption, 
and subsequent purchase. 

Vision Transaction enables financial intermediaries such as broker/dealers, 
registered representatives, and financial advisors to process: 

• subsequent purchase transactions into an existing account through 
Automated Clearing House (ACH) 

• redemption transactions to shareholder's bank through ACH or check to the 
address of record 

• exchange transactions between existing accounts within the same fund 
family or from an existing account into a new account within the same fund 



Vision was designed and developed specifically for the financial intermediary. 
We have focused on providing the financial professional with a user-friendly 
product that can make a tremendous impact on daily operations efficiency. 

Vision provides: 

• single logon access for all authorized fund groups 

• real-time, up-to-date fund and shareholder account information 

• transaction processing 

• new account establishment 

• intranet and extranet access. 



family. 



Vision Advantages 
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Other Information About Vision 

The reference material contained in this manual supplements the on-line help 
system available through the Vision Web site. You may access this help material 
by clicking on the Help link at the bottom of any Vision window. The help 
information is displayed in a separate frame. To move back to the Vision content, 
close the help frame. 

Inquiry and New Account Establishment 

For information about the inquiry features of Vision Mutual Fund Gateway, refer 
to the Vision Inquiry Training Guide. For information about the new account 
establishment features of Vision Mutual Fund Gateway, refer to the New 
Account Establishment Training Guide. 

Using This Guide 

To use the Vision Mutual Fund Gateway to execute purchases, redemptions, and 
exchanges, you must first log on to the Vision Web site and use Vision search 
options to locate the appropriate shareholder account. Once you locate the 
account, the Shareholder Account Information window displays detailed account 
information, including any transactions that are authorized for this fund family, 
Operator ID, and account. 

The Vision Transaction Training Guide is composed of the following sections: 

Explains how to log on t o the Vision Mutual Fund Gateway 
Internet site, change your password, or select a fund management 
company. 

Describes, in detail, how to search for shareholder account 
information by dealer account, fund and account, shareholder 
name, Tax ID or Social Security Number, or 
Representative/Advisor Number. 

Describes link and display fields on the Shareholder Account 
Information window. 

Demonstrates how to use Vision to execute purchases, 
redemptions, and exchanges. 

Each chapter includes the following information: 

• Vision Windows — Images of each Vision window. 

• Overview — A high-level description of the information displayed on each 
window. 

• Procedures — The steps that must be completed on the window before > 
continuing to the next window. 

• Entry Field Definitions — The name and description of all fields that require 
entry or selection of information. 
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Introduction 



• Display Field Definitions — The name and description of fields that display 
information. 

• Link Definitions — Describes hyperlinks to other windows within Vision. 



Vision is secured by operator ID and password. All Vision users will be issued a 
Vision -ID and Password. Sharing an ID is not recommended. When the password 
expires or is invalid, the user will be prompted for a new or valid password. 

See Chapter 1: Accessing Vision Mutual Fund Gateway for instructions on 
entering your operator ID and password, and for accessing the Vision Web site. 



Security on the Vision Web Site 
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Chapter 1: 

Accessing Vision Mutual 
Fund Gateway 

Vision may be accessed by typing http://www.dstvision.com into the address 
box of your browser. If the fund requires 128-bit encryption, type 
http://www.dstvisionl28.com. 



Note: Some funds require 128-bit encryption. 
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Vision Sign On window 



Vision Sign On 

Overview 

The Vision Sign On window enables you to sign on to the system. 

All you need to use Vision is an Internet browser. Vision supports the latest 
versions of Microsoft Internet Explorer and Netscape Navigator/Communicator. 
A monitor resolution of 800 x 600 is recommended. 
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Procedures 

1. Type your alphanumeric Vision ID in the Operator ID field. 

2. Type your password in the Password field 

3. Click Submit. 

The Vision Mutual Fund Gateway Internet Agreement window displays. 



Entry Field Definitions 



Operator ID 

Vision is secured by operator ID, which can be restricted at the dealer, 
dealer/branch, or dealer/representative level or by tax ID. The type of security 
associated with your Operator ID will affect the account information displayed 
on Vision windows. Your ID is assigned by the Vision Group ID and will be 
from four to eight alphanumeric characters long. To obtain an ID, go to the 
Vision enrollment Web site at http://www.dstvisioninfo.com and complete the 
online enrollment form. If the ID is not used within seven days of being 
assigned, or if there is no activity on the ID for 60 days, the ID will be disabled. 
To reset your ID, contact the DST Help Desk at 
(800) 228-3574. 

Password 

Your password must be a minimum of seven and a maximum of eight characters 
long. The password must contain at least one non-alpha, non-numeric character 
from the following list: !@#%_&*( )-/?_=+/. The password will appear as a 
series of asterisks. After three incorrect attempts to enter your password, your 
operator ID will be disabled. To obtain an initial password for your operator ED, 
contact the Vision group at (816) 843-6712. To reset your password, contact the 
DST Help Desk at (800) 228-3574. 

Note: If your ID is reset, your password will default to the initial password 
assigned by the Vision Group. 



Link Definitions 

Sign Up for Vision 

The Vision Enrollment Web site contains information about the features and 
benefits of Vision, as well as the required forms to enroll in Vision or to add 
funds to your existing account access. 

Change Password 

The Change Password window allows you to change your Vision password. 
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Help 

All Vision help windows will open a new page of your browser. Please close the 
Help frame to move back to the Vision content. 



This link appears on every page of the Vision site. 




Change Password window 



Change Password 

Overview 

The Change Password window enables you to change your current password. 
This window should also be used when your password has been reset. 

Procedures 

1. Type your alphanumeric ID in the Operator ID field. 

2. Type your current password in the Password field. If your Vision sign-on ID 
is disabled, contact the DST Help Desk at 1-800-228-3574 to reset your ID 
and password. 

3. Type your new password in the Change Password field. The password must 
be a minimum of seven characters and a maximum of 8 characters long and 
must contain at least one non-alpha, non-numeric character from the following 
list:!@#%_&*()-/? = +. 

4. Type your new password a second time in the Verify Password field. 
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5. Click Submit. 

Note: Type your new password exactly as you typed it in the Change Password 
field. If you do not verify your password correctly, an error message will 
result. Use your browser's back Back button to return to the Change 
Password window. 
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Vision Internet Agreement 

Proc dur s 

The Vision Mutual Fund Gateway Internet Agreement appears the first time you 
log on and will appear every 150 days subsequently for each operator ID. Click I 
Agree once you have read the agreement. 

The Management Company Selection window displays. If your Vision ID has 
access to only one management company, the Management Company Selection 
window will be bypassed and the management company's Vision Menu window 
displays. 

Management Company Selection 
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Vision Management Company Selection window 



Overview 

The Management Company Selection window enables you to select from a list of 
fund management companies that use Vision Mutual Fund Gateway. 

Procedures 

1. Highlight the name of the management company in the list box. 

Note: Vision will list only management companies for which you have 
access. To scroll through the list, click the up or down arrow 
button. 
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2. Click Select. The Management Company Menu will appear. 

Note: To add additional fund management companies to your access 
privileges, click the Sign Up for Vision hyperlink on the initial 
Vision Sign-On window. Go to the Vision enrollment site and 
complete the Additional Funds Request form. Send or fax the form 
to the Vision group. To go directly to the site, go to 
http://www.dstvisioninfo.com. 

Management Company Menu 
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Management Company Menu 



Overview 

The Management Company Menu window provides options for accessing 
detailed information about the management company. Vision transaction 
functionality is accessed at an account level. To access a list of accounts or a 
specific account use one of the Search Accounts By topics from the menu page. 

Procedures 

Click on the desired Search Account By option to display the desired account or 
list of accounts. The selected window will appear. 

Link Definitions 

Return to Management Company Selection 

Returns you to the Management Company Selection window. 
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Fund Information 

Displays a specific fund's net asset value (NAV), daily dividend rate, yields, total 
returns, average maturity, redemption charge, and exchange charge for a 
specified date. The most current information will be displayed unless a specific 
date is requested. 



Net Asset Value Summary 

Displays the net asset value (NAV) for each fund within the mutual fund family. 
The most current information will be displayed unless a specific date is 
requested. 



Distribution Information 

Displays a specific fund's dividend and capital gain information (including a 
record date, dividend and capital gain rate and price, reinvestment price and 
payable and reinvestment date). 



Order Information 

Displays specific fund order information (including dealer registration, gross 
amount, trade price, shares, NAV, dealer net amount, trade date, and sales 
charge). Order information can be retrieved by entering an order number or an 
NSCC Fund/Serv control number. 



Dealer Information 

Displays dealer summary information at the dealer or dealer /branch level. Dealer 
information includes the dealer's registration, total assets, number of open and 
closed accounts, total accounts by matrix level, order summary information, and 
fund level assets. 



Account Summary by Rep/Advisor 

Displays representative-level account summary information (including fond 
number, number of accounts by fond, share volume by fond, assets by fond, and 
totals). 



Search Accounts by 
Dealer Account (BIN) 

Enables you to retrieve shareholder account information by dealer account 
number within a specific fond or across all fonds in that family of funds. 

Fund and Account 

Enables you to retrieve shareholder account information by fund account number 
within a specific fund or across all fonds in a family of fonds. 
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Shareholder Name 

Enables you to retrieve shareholder account information by shareholder within a 
specific fund or across all funds in a family of funds. 

Tax ID/SSN 

Enables you to retrieve shareholder account information by shareholder tax ID or 
social security number within a specific fund or across all funds in a family of 
funds. 

Rep/Advisor 

Enables you to retrieve shareholder account information by representative or 
advisor number within a specific fund or across all funds in a family of funds. 
You may retrieve and sort accounts by the following criteria: 

• Tax ID number and ZIP code 

• Cumulative discount number and ZIP code 

• Fund number and account number 

• Alphabetically by shareholder name 



Retirement Plans 



Retirement Plan Information 

(appears only if the management company supports this option) 

This new feature on the Vision Menu provides access to information about 
defined contribution plans including: 

• plan assets and year-to-date contributions 

• price and yield information 

• summary of plan participants 

• loan and withdrawal information by participant 

Electronic Media 



Electronic Statements 

(appears only if the management company supports this option) 

Vision users can access, view and print electronic statements that correspond in 
look, content and format to paper statements. You can search for electronic 
statements by tax ID/SSN, Rep/Advisor or Shareholder Name. Once you locate 
the transaction, click the hyperlink to view, download or print an electronic 
statement including management company information, a portfolio summary, 
recommended portfolio allocation, earnings summary and year-to-date 
contributions. 
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View Fund Documents 

(appears only if the management company supports this option) 

This feature allows the Vision client to access electronic images of prospectuses, 
fact sheets and other fund documents. The documents are searchable by SKU 
(stock-keeping unit), description or document type. Click Item Image to view, 
download and print the document displayed in the Search Results window. 



E-Mail to Fund 



E-Mail to Fund Hyperlink 

(appears only if the management company supports this option) 

A hyperlink near the bottom of the Vision Menu opens a window that allows you 
to e-mail questions and comments directly to the fund management company. 
The Comments field is required. Add your name, phone number or e-mail 
address or call the fund company if you would like a response. 
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Account Search By Dealer Account window 



Account Search by Dealer Account 

Overview 

Vision Transaction functionality is accessed at the account level. The Account 
Search by Dealer Account (BIN) window enables you to retrieve shareholder 
account information by dealer account number. You may retrieve accounts within 
a specific fund or across all funds in the fund family. 
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Procedures 

Searching for and Retrieving Account Information 

1. To specify search criteria, complete one of the following options: 

• If you have dealer, dealer/branch, or dealer/representative level 
security, complete the following steps: 

a. Type the dealer account number in the Dealer Account (BIN) field. 

b. Click the Search push button. 

c. A list of shareholder accounts will appear. 

• If you have tax ID-level security or no security, complete the following 
steps: 

a. Type the dealer account number in the Dealer Account (BIN) field. 

b. Type the firm number (also know as FINS) in the Firm Number field. 

c. If the dealer account (BIN) has an agent-for-firm relationship, you 
may enter the agent's ID in the Agent for Firm field (an agent is also 
known as an executing dealer or correspondent firm). This field is 
optional. 

d. Click the Search push button. 

e. A list of shareholder accounts will appear. 

To retrieve detailed account information and access the transaction functions, 
click on the desired account number in the list. The Shareholder Account 
Information window will appear. 

Retrieving Accounts Across Funds 
Searching For Accounts by Dealer Account Number 

The Retrieve Accounts Across Funds check box will be selected by default. This 
option enables you to retrieve information for accounts with the same dealer 
account number within a fund family. To search for an account by dealer in a 
specific fund only, complete the following steps: 

1. Click the Retrieve Accounts Across Funds check box to remove the check 
mark. 

2. Highlight the desired fund from the Select a Fund list box. 

3. Complete the remaining fields as instructed in Searching for and Retrieving 
Account Information above. 
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Entry Field Definitions 

Retrieve Accounts Across Funds 

When selected, this option will retrieve information for all accounts in a fund 
family that have the same dealer account number. 

Dealer Account (BIN) 

This number is used by the dealer to identify a client's account. Dealer account 
number is also referred to as broker identification number (BIN) or external 
account number. 



Firm Number 

This number is used to identify the firm. It is sometimes referred to as FINS 
(Financial Institution Numbering System). Depending on the security, this field 
may not be displayed. 



Agent for Firm 

This ID identifies the agent for firm. Agent for firm is also known as the 
executing dealer or correspondent firm, (a dealer who has an agreement to 
process NSCC trades for another dealer). This field is optional. Depending on the 
security, this field may not be displayed. 
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Account Search By Dealer Account (BIN) window 



Display Field Definitions 

(Listed in window order.) 



Account/Tax ID (SSN) 

Displays the shareholder's account number, as identified by the fund company, 
and the tax ID associated with the account. A shareholder's tax identification 
number is either a Social Security number or an employer identification number. 

Fund Code/Fund Name 

Displays the numeric code used to identify a fund on TA2000® and the full fund 
name. 

Shareholder Registration 

Displays the first two lines of shareholder registration retrieved from the 
Voluntary Shareowner Account Master File. 
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Shares/Balance 

Displays the number of shares in the shareholder's account and the corresponding 
dollar value: 

Total Account Balance 

Displays the total of all amounts in the Shares/Balance column at the end of the 
Search Results list. If there is more than one page of results, the Total Account 
Balance will appear at the end of the list on the last page of results. 
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Account Search by Fund and Account 



Overview 

Vision Transaction functionality is accessed at the account level. The Account 
Search by Fund and Account window enables you to retrieve shareholder account 
information by fund and account number. You may retrieve related accounts 
across all funds within that family of funds. The related account criteria is 
determined by the mutual fund company, and may vary between fund companies. 





Account Search By Fund and Account window 
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Procedures 

1. To retrieve accounts within a specific fund, highlight the desired fund in the 
Select a Fund scroll box. 

2. Type the account number in the Shareholder Account Number field. 

3. To retrieve related accounts across funds, select the Retrieve Related 
Accounts check box. 

4. Click the Search push button. 

A list of accounts that match your search criteria will be displayed. 

To retrieve detailed account information and the transaction functions, click on 
the desired account number in the list. The Shareholder Account Information 
window will appear. 

Entry Field Definitions 

Shareholder Account Number 

Enter the shareholder's account number, as identified by the mutual fund 
company. 

Retrieve Related Accounts 

When selected, all accounts, related to the shareholder account entered, will be 
retrieved. The fund defines how accounts are related (for example, by tax ID 
number, ZIP code, or cumulative discount number). 
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Account Search By Fund and Account window 



Display Field Definitions 

(Listed in window order.) 



Account/Tax ID (SSN) 

Displays the shareholders account number, as identified by the fund company, 
and the tax ID associated with the account. A shareholder's tax identification 
number is either a Social Security number or an employer identification number. 

Fund Code/Fund Name 

Displays the numeric code used to identify the fund on TA2000 and the full fund 
name. 

Shareholder Registration 

Displays the first two lines of shareholder registration retrieved from the 
Voluntary Shareowner Account Master File (A87). 

Shares/Balance 

Displays the number of shares in the shareholder's account and the corresponding 
dollar value. 
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Total Account Balance 

Displays the total of all amounts in the Shares/Balance column at the end of the 
Search Results list. If there is more than one page of results, the Total Account 
Balance will appear at the end of the list on the last page of results. 

Note: This search can display the Total Account Balance for a maximum of 
200 accounts. 
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Account Search By Shareholder Name window 



Account Search by Shareholder Name 

Overview 

* Vision Transaction functionality is accessed at the account level. The Account 

Search by Shareholder Name window enables you to retrieve shareholder account 
information by shareholder name. You may retrieve accounts across funds in the 
same fund family. 

Procedures 

1. To retrieve accounts within a specific fund, highlight the desired fund in the 
Select a Fund scroll box. 

2. To retrieve information for accounts with the same shareholder registration 
across a fund family, select the Retrieve Accounts Across Funds check box. 
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3. Type the shareholder's last name in the Last Name field. At least two 
characters of the last name are required. 

4. To further limit the search, complete one or more of the following optional 
fields: 

• Type the shareholder's first name in the First Name field. 

• Type the shareholder's middle initial in the Middle Initial field. 

• Type the shareholder's state code in the State Code field. 

5. Click the Search push button. 

A list of accounts that match your search criteria will be displayed. 

To retrieve detailed account information and access the transaction functions, 
click on the desired account number in the list. The Shareholder Account 
Information window will appear. 

Entry Field Definitions 

Retrieve Accounts Across Funds 

When selected, this check box will retrieve information for all accounts in a fund 
family that have the same shareholder registration. 

Last Name 

This name is the shareholder's last name on the account registration. At least two 
characters of the last name are required. 

First Name 

This name is the shareholder's first name on the account registration. This field is 
optional. 

Middle Initial 

This initial is the first letter of the shareholder's middle name on the account 
registration. This field is optional 

State Code 

This code is the two-letter abbreviation for the state listed on the shareholder's 
account registration. This field is optional. 
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Account Search By Shareholder Name window 

Display Field Definitions 

(Listed in window order.) 
AccountfTax ID (SSN) 

Displays the shareholder's account number, as identified by the fund company, 
and the tax ID associated with the account. 

Fund Code/Fund Name 

Displays the numeric code used to identify a fund on TA2000® and the full fund 
name. 

Shareholder Registration 

Displays the first two lines of shareholder registration retrieved from the 
Voluntary Shareowner Account Master File (A87). 

Shares/Balance 

Displays the number of shares in the shareholder's account and the corresponding 
dollar value. 
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Account Search by Tax ID/SSN window 



Account Search by Tax ID/SSN Help 

Overview 

Vision Transaction functionality is accessed at the account level. The Account 
Search by Tax ID/SSN window enables you to retrieve shareholder account 
information by tax ID or Social Security number. You may retrieve accounts 
across all funds in the fund family. 
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Procedures 

1. To retrieve accounts within a specific fund, highlight the desired fund in the 
Select a Fund scroll box. 

2. The Retrieve Accounts Across Funds check box is selected by default. This 
allows you to retrieve a list of accounts across the fund family. If you do not 
want to retrieve a list of all accounts in the fund family that are related by tax 
ID or Social Security Number, select this check box again to remove the 
option. 

3. Type the shareholder's tax ID or Social Security Number in the Tax ID/SSN 
field. 

4. Click the Search push button. A list of accounts that match your search 
criteria will be displayed. 

5. To retrieve detailed account information and access transaction functions, 
click on the desired account number in the list. The Shareholder Account 
Information window will appear. 

Entry Field Definitions 



Retrieve Accounts Across Funds 

When selected, this option will retrieve information for all accounts in a fund 
family that have the same shareholder tax ID or Social Security Number. This 
option is selected by default. 

Tax ID/SSN 

This number uniquely identifies the shareholder. You may enter the shareholder's 
tax ID number or Social Security Number. 
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Searching by Representative/Advisor Number 




Account Search by Tax ID/SSN window 



Display Field Definitions 

(Listed in window order.) 



AccountfTax ID (SSN) 

Displays the shareholder's account number, as identified by the fund company, 
and the tax ID associated with the account. A shareholder's tax identification 
number is either a Social Security number or an employer identification number. 

Fund Code/Fund Name 

Displays the numeric code used to identify a fund on TA2000 and the full fund 
name. 

Shareholder Registration 

Displays the first two lines of shareholder registration retrieved from the 
Voluntary Shareowner Account Master File (A87). 
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Shares/Balance 

Displays the number of shares in the shareholder's account and the corresponding 
dollar value. 

Total Account Balance 

Displays the total of all amounts in the Shares/Balance column at the end of the 
Search Results list. If there is more than one page of results, the Total Account 
Balance will appear at the end of the list on the last page of results. 
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Account Search by Rep/Advisor 

Overview 

The Account Search by Rep/ Advisor window enables you to retrieve shareholder 
account information by representative or advisor. You may retrieve accounts 
across all funds in the fund family. 

Procedures 

1. To retrieve accounts within a specific fund, highlight the desired fund in the 
Select a Fund scroll box. 
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2. The Retrieve Accounts Across Funds check box is selected by default. This 
allows you to retrieve a list of accounts across the fund family. If you do not 
want to retrieve a list of all accounts in the fund family, select this check box 
again to remove the option. 

3. Type the dealer number in the Dealer Number field. Depending on your 
security level, this field may be pre-filled or the field may be replaced by a 
drop down list displaying valid dealer numbers from which to select. 

4. Type either the representative or advisor number in the Rep/ Advisor Number 
field. Depending on your security level, this field may be pre-filled or the field 
may be replaced by a drop down list displaying valid representative/advisor 
numbers from which to select. 

5. The Tax ID + ZIP Code sort criteria is selected by default. To sort the 
returned list of accounts in a different order, select the desired button. 

6. Click the Search push button. 

A list of accounts that match your search criteria will be displayed. 

To retrieve detailed account information, click on the desired account number in 
the list. The Shareholder Account Information window will appear. 

Entry Field Definitions 



: 3=2 Retrieve Accounts Across Funds 

01 When selected, this check box will retrieve information for all accounts in a fund 

yj family that have the same representative/advisor number. 

a Dealer Number 



ru 



This number is used by the fund to identify the dealer. Depending on your 
security level, this field may be pre-filled or the field may be replaced by a drop 
down list displaying valid dealer numbers from which to select. 

Rep/Advisor 

This number identifies the representative or advisor assigned to the account. 
Depending on your security level, this field may be pre-filled or the field may be 
replaced by a drop down list displaying valid representative/advisor numbers 
from which to select. 



Tax ID + ZIP Code 

When selected, this button causes the returned list of accounts to be displayed in 
tax ID and ZIP code order. 
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Cumulative Discount Number + ZIP Code 

When selected, this radio button causes the returned list of accounts to be 
displayed in cumulative discount number and ZIP code order. 

Fund + Account Number 

When selected, this button causes the returned list of accounts to be displayed in 
fund name and account number order. 

Alphabetical by Name 

When selected, this button causes the returned list of accounts to be displayed in 
alphabetical order by shareholder name. 
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Account Search By Rep/Advisor window 
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Display Field Definitions 

(Listed in window order.) 
AccountfTax ID (SSN) 

Displays the shareholder's account number, as identified by the fund company, 
and the tax ID associated with the account. A shareholder's tax identification 
number is either a Social Security number or an employer identification number. 

Fund Code/Fund Name 

Displays the numeric code used to identify the fund on TA2000® and the full 
fund name. 

Shareholder Registration 

Displays the first two lines of the shareholder registration retrieved from the 
Voluntary Shareowner Account Master File (A87). 

Shares/Balance 

Displays the number of shares in the shareholder's account and the corresponding 
dollar value. 

Total Account Balance 

Displays the total of all amounts in the Shares/Balance column at the end of the 
Search Results list. If there is more than one page of results, the Total Account 
Balance will appear at the end of the list on the last page of results. 
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Shareholder Account Information window 



Shareholder Account Information 

Overview 

The Shareholder Account Information window displays general account 
information and enables you to retrieve additional information relating to the 
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account, and as well as process transactions. Transaction functionality links are 
dynamically displayed based on three criteria: 

• the fund family must offer purchase, redeem, or exchange through Vision 

• the fund family must have previously authorized and set up your Vision sign 
on ID to access purchase, redeem, or exchange 

• the shareholder account options must meet the minimum criteria to allow 
purchase, redeem, or exchange (i.e. is the account set up with ACH and bank 
instructions?). 

If a transaction functionality link is not displayed, contact your fund client 
service representative to review the transaction functionality criteria. 

Procedures 

1. View the displayed account information. 

2. To process a purchase, redeem, or exchange, click one of the highlighted 
transaction links displayed under the 'Transactions' heading at the bottom of 
the window. 

Note: Displayed links will vary depending on the options established for 
the fund, account, and ID. 

3. The selected window will appear. 

Link Definitions 

Exchange, Purchase and Redeem links only are defined in this guide. Definitions 
for the complete list of 'Account Options' and 'Additional Options' links are 
outlined in the Vision Inquiry Training Guide. 

Exchange 

Allows you to exchange shares out of the currently displayed account and in to a 
new or selected account. 

Purchase 

Allows you to purchase shares for the currently displayed account. 
Redeem 

Allows you to redeem shares from the currently displayed account. 

Display Field Definitions 

(Listed in window order.) 
Account 

Displays the shareholder's account number, as identified by the fund company. 
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Total Shares 

Displays the current share balance of the account. 
Issued Shares 

Displays the number of shares that are in certificate form. 
Unissued Shares 

Displays the number of shares in the account that do not have issued certificates. 
Escrow Shares 

Displays the number of escrow shares held in the account. Escrow shares are held 
in custody by the transfer agent, pending successful completion of a letter of 
intent (LOl). Usually, the escrow share amount is equal to five percent of the LOI 
dollar amount. 

NAV Per Share 

Displays the dollar value of one share of the fiind. Value is determined by the 
formula (total assets - total liabilities)/total shares outstanding. 

NAV as of Date 

Displays the date the NAV (net asset value) was calculated. 

Note: The NAV date is not necessarily the same as the current date. 

Account Value 

Displays the dollar value of the account. Account value is determined by 
multiplying the sum of the issued and unissued shares by the net asset value. 

Pending Distributions (Reinvest) 

Displays the dollar amount of pending reinvestment distributions. This field 
displays any of the following distribution types: 

• reinvest income dividends 

• reinvest short term capital gains 

• reinvest long term capital gains 

• any other miscellaneous reinvestment distribution amounts. 
Pending Distributions (Cash) 

Displays the dollar amount of pending cash distributions. This field displays any 
of the following distribution types: 

• cash income dividends 
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• cash short term capital gains 

• cash long term capital gains 

• any other miscellaneous cash distribution amounts. 

Daily Dividend Accrual 

Displays the dividend amount that has accrued within the account since the last 
dividend payment. This applies to daily dividend funds only. 

Capital Gains 

Displays the method for distributing capital gains: reinvest or pay in cash. 
Dividends 

Displays the method for distributing dividends: reinvest or pay in cash. 
Tax ID 

Displays the tax ID associated with the account. A shareholder's tax identification 
number is either a Social Security number or an employer identification number. 
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Date Established 

Displays the date that the shareholder's account was established with the fund. (If 
the last maintenance date displayed for the account is before the date established, 
the Date Established field will indicate the date the account was first funded). 

Last Maintenance 

Displays the most recent voluntary update to the file. 
Dealer Name 

Displays the dealer firm name. 
Dealer/Branch 

Displays the dealer number and branch number used by the fund company for 
dealer and branch identification. 

Rep/Advisor Name 

Displays the name of the representative on the account. 
Rep/Advisor Number 

Displays the number assigned to the dealer representative on the account. 
Dealer Account 

Displays the number used by the dealer to identify a client's account. 
Matrix Level 

Displays one of five values to indicate the level of dealer control: 

• 0 = non-networked broker account 

• 1 = broker control IRA margin account 

• 2 = customer name brokerage account 

• 3 = broker control brokerage account 

• 4 = fund controlled brokerage account 

Alpha Code 

Displays a shareholder's alpha code. An alpha code is a ten-character code that 
can be formatted in one of the following ways: 

• the entire last name (up to ten characters) followed by as much of the first 
name as possible 

• (5-4-1 ) the first five letters of the last name, the first four letters of the first 
name, and the middle initial. If the first or last name does not have the 
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required number of letters or if a middle initial is not supplied, hyphens (-) 
will complete the spaces. 

Cumulative Discount Number 

Displays the cumulative discount (cum disc) number. A cumulative discount 
number links shareholder accounts to provide purchase discount pricing and to 
provide for group reporting purposes. 

Letter of Intent Number 

Displays the letter of intent (LOI) number. An LOI is a contractual agreement * 
between a shareholder and a dealer stating that the shareholder will invest a 
certain dollar amount within a specific 13-month period for a specified reduction 
in price. 
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Purchase will appear as an available transaction on the Shareholder Account 
Information page only if it is authorized for the fund family, Operator ID, and 
account. Click the Purchase hyperlink on the Shareholder Account Information 
page to open the Purchase window. 
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Purchase window 



Purchase 



Overview 

The Purchase window displays total shares and account value information and 
enables you to purchase additional shares for the account. Subsequent automated 
clearing house (ACH) purchase transactions allow movement of money from a 
shareholder's bank account to his or her mutual fund account. The trade date for 
settlement of the account will be determined by the fund's ACH processing rules. 
Purchase transactions for existing accounts (subsequent purchases) are supported 
if the shareholder has sufficient bank information with the fund. 
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Procedures 

1. Enter the dollar amount for which you want to purchase shares. Whole dollar 
trades do not require a decimal point. For example, to purchase five hundred 
dollars worth of shares, enter 500 — not 500.00. Transactions with cents 
require a decimal point. For example, to purchase five hundred dollars and 
sixty-six cents worth of shares, enter 500.66. Only two decimal points are 
read. The amount is not rounded up or down. For example, 500.6679 dollars 
will be read as 500.66 dollars. 

2. Click the Continue push button. The Purchase Verification window will 
appear. 

Entry Field Definitions 

Dollar Amount 

Enter the dollar amount of the purchase. Whole dollar trades do not require a 
decimal point. For example, to purchase five hundred dollars worth of shares, 
enter 500. Transactions with cents require a decimal point. For example, to 
purchase five hundred dollars and sixty-six cents worth of shares, enter 500.66. 
Only two decimal points are read. The amount is not rounded up or down. For 
example, 500.6679 dollars will be read as 500.66 dollars. 

Display Field Definitions 

(Listed in window order.) 
Account 

Displays the shareholder's account number, as identified by the fund company. 
Tax ID/SSN 

Displays the tax ID associated with the account. A shareholder's tax identification 
number is either a Social Security number or an employer identification number. 

Total Shares 

Displays the current share balance of the account. 
Account Value 

Displays the dollar value of the account. Account value is determined by 
multiplying the sum of the issued and unissued shares by the net asset value. 
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Overview 

The Purchase Verification window enables you to review and confirm, cancel or 
modify the purchase information before the transaction is placed. 

Procedures 

1. Review the purchase transaction information carefully. 

2. Click one of the following push buttons: 

• To accept the displayed purchase information, click the Confirm Purchase 
push button. The transaction will be submitted to the fund company. The 
Purchase Confirmation window will appear. 

•z To reject the displayed purchase information, click the Cancel push 
button. The transaction will not be submitted to the fund company. 
The previous window will appear. 

• To modify the displayed purchase information, click the browser's 
Back button. The purchase entry window will be re-displayed to 
allow changes to the dollar amount. 




Purchase Verification window 



Purchase Verification 
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Link Definitions 

Return to Shareholder Account Information 

Returns you to the main Shareholder Account Information window. 

Display Field Definitions 

(Listed in window order.) 
Account 

Displays the shareholder's account number, as identified by the fund company. 
Tax ID/SSN 

Displays the tax ID associated with the shareholder's account. A shareholder's 
tax identification number is either a Social Security number or an employer 
identification number. 



Purchase Verification 

Displays transaction information for review associated with the purchase, 
including the amount of the purchase, the fund number and name, and the 
account number. 
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Purchase Confirmation window 



Purchase Confirmation 

Overview 

The Purchase Confirmation window displays the purchase information submitted 
to the fund company and provides you with the transaction reference number. 
The fund company's support phone number is included on the confirmation 
window in the event the transaction needs to be modified or canceled. 

Procedures 

1 . Review the submitted purchase transaction information. 

2. Retain the transaction reference number for future reference. 

Link Definitions 

Return to Shareholder Account Information 

Returns you to the main Shareholder Account Information window. 
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Display Field Definitions 

(Listed in window order.) 



Account 

Displays the shareholder's account number, as identified by the fund company. 
Tax ID/SSN 

Displays the tax ID associated with the shareholder's account. A shareholder's 
tax identification number is either a Social Security number or an employer 
identification number. 

Purchase Confirmation 

Displays the purchase information submitted to the fund company including the 
amount of the purchase, the fund number and name, account number, and the 
transaction reference number. 
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Redemption will appear as an available transaction on the Shareholder Account 
Information page only if it is authorized for the fund family, Operator ID, and 
account. Click the Redeem hyperlink on the Shareholder Account Information 
page to open the Redemption window. 




Redemption window 



Redemption 

Overview 

The Redemption window displays total share and account value information and 
allows you to redeem shares from the account. The two redemption transaction 
types supported by Vision are automated clearing house (ACH) redemptions, and 
check redemptions to the address of record. Redemptions from fiduciary accounts 
are not supported at this time due to reporting and regulatory issues. The 
automated clearing house (ACH) redemption transaction enables the movement 
of money from a shareholder's accounts to his or her bank accounts. The check 
redemption transaction allows the liquidation of money from a shareholder's 
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mutual fund accounts and a check for the proceeds to be sent to the address of 
record 

Procedures 

1. Complete one of the following selection fields: 

• To redeem a specified dollar amount, click the Dollar Amount button. 
Then, enter the dollar amount to be redeemed in the corresponding field. 
Whole dollar trades do not require a decimal point. For example, to redeem 
five hundred dollars worth of shares, enter 500. Transactions with cents do 
require a decimal point. For example, to redeem five hundred dollars and 
sixty-six cents worth of shares, enter 500.66. Only two decimal points are 
read, the amount is not rounded up or down. For example, 500.6679 
dollars will be read as 500.66 dollars. 

• To redeem a specified share amount, click the Number of Shares button. 
Then, enter the number of shares to be redeemed in the corresponding 
field. Whole share trades do not require a decimal point. For example, to 
redeem two hundred shares, enter 200. Transactions with fractional shares 
require a decimal point. 

• To redeem all shares in the account, click the All Shares radio button. 

2. If the account is a contingent deferred sales charge (CDSC) account, select 
one of the following options: 

• To add the CDSC fees to the share/dollar amount redeemed, click the Net 
button. 

• To subtract the CDSC fees from the redemption amount you specified, 
click the Gross button. 

If the account is not a CDSC account, these buttons will not display. 

3. If the shareholder's account records contain bank account information, you 
may select whether the shareholder receives a check for the redeemed shares 
or if the share value should be automatically deposited into the shareholder's 
bank account. Select one of the following options: 

• To receive a check, click the By check mailed to the above address button. 
The check will be mailed to the address displayed at the top of the 
window. 

• To automatically deposit the funds in the shareholders account, click the 
By electronic deposit to the bank account of record button. To review bank 
account information for the account, select the Bank Instructions option 
from the Shareholder Account Information window. 

If the shareholder's account records do not contain bank account information, 
these buttons will not display. In this case, a check will be mailed to the 
address displayed at the top of the window. 

4. Click the Continue button. The Redemption Verification window displays. 
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Entry Field Definitions 

(Listed in order.) 
Dollar Amount 

Enter the dollar amount of the redemption. Whole dollar trades do not require a 
decimal point. For example, to redeem five hundred dollars worth of shares, enter 
500. Transactions with cents require a decimal point. For example, to redeem five 
hundred dollars and sixty-six cents worth of shares, enter 500.66. Only two 
decimal points are read. The amount is not rounded up or down. For example, 
500.6679 dollars will be read as 500.66 dollars. This field is valid only if the 
Dollar Amount button is selected. 

Number of Shares 

Enter the number of shares to be redeemed. Whole share trades do not require a 
decimal point. For example, to redeem two hundred shares, enter 200. 
Transactions with fractional shares require a decimal point. This field is valid 
only if the Number of Shares button is selected. 

All Shares button 

Enables you to specify that all shares will be redeemed from the account. 
Gross button (displayed only if a CDSC account) 

When selected, indicates that CDSC fees will be subtracted from the dollar/share 
amount redeemed. You will receive the remaining balance. 

Net button (displayed only if a CDSC account) 

When selected, indicates that the CDSC fees will be added to the dollar/share 
amount redeemed. 



By check mailed to the above address button (displayed only if account contains bank 
account information) 

When selected, indicates that a check for the redemption amount will be mailed 
to the address displayed at the top of the window. 



By electronic deposit to the bank account of record button (displayed only if account 
contains bank account information) 

When selected, indicates that the redemption amount will be automatically 
deposited to the bank account of record. To review bank account information for 
the account, select the Bank Instructions option from the Shareholder Account 
Information window. 
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Link Definitions 

CDSC Hypothetical Calculation (displayed only if the account is a CDSC account) 

Displays hypothetical information on contingent deferred sales charge (CDSC) 
fees for a redemption from the account. (Displayed fees are for informational 
purposes only. This window does not initiate an actual redemption transaction.) 

Display Field Definitions 

(Listed in window order.) 
Account 

Displays the shareholder's account number, as identified by the fund company. 
Tax ID/SSN 

Displays the tax ID associated with the account. A shareholder's tax identification 
number is either a Social Security number or an employer identification number. 

Total Shares 

Displays the current share balance of the account. 
Account Value 

Displays the dollar value of the account. Account value is determined by 
multiplying the sum of the issued and unissued shares by the net asset value. 
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Overview 

The Redemption Verification window allows you to review and confirm, cancel 
or modify the redemption information before the transaction is placed. 

Procedures 

1 . Review the redemption transaction information carefully. 

2. Click one of the following push buttons: 

• To accept the displayed redemption information, click the Confirm 
Redemption push button. The transaction will be submitted to the fund 

; company. The Redemption Confirmation window will appear. 

• To reject the displayed redemption information, click the Cancel push 
button. The transaction will not be submitted to the fund company. The 
previous window will appear. 

• To modify the displayed redemption information, click the browser's Back 
button. The redemption entry window will be re-displayed to allow 
changes to the dollar amount. 




Redemption Verification window 



Redemption Verification 
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Link Definitions 

Return to Shareholder Account Information 

Returns you to the main Shareholder Account Information window. 

Display Field Definitions 

(Listed in window order.) 
Account 

Displays the shareholder's account number, as identified by the fund company. 
TaxID/SSN 

Displays the tax ID associated with the shareholder's account. A shareholder's 
tax identification number is either a Social Security number or an employer 
identification number. 

Redemption Verification 

Displays transaction information associated with the redemption, including the 
amount of the redemption, the fund number and name, and the account number. 
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Redemption Confirmation window 
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Redemption Confirmation 



Overview 

The Redemption Confirmation window displays the redemption information 
submitted to the fund company and provides you with the transaction reference 
number. The transaction has already been submitted to the fund, and cannot be 
automatically modified or canceled through Vision. Call the fund company's 
support phone number, included on the confirmation window, if the transaction 
needs to be modified or canceled. 

Procedures 

1 . Review the submitted redemption transaction information. 

2. Retain the transaction reference number for future reference. 



Link Definitions 



Return to Shareholder Account Information 



Returns you to the main Shareholder Account Information window. 
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Display Field Definitions 

(Listed in window order.) 
Account 

Displays the shareholder's account number, as identified by the fund company. 
Tax ID/SSN 

Displays the tax ID associated with the shareholder's account. A shareholder's 
tax identification number is either a Social Security number or an employer 
identification number. 



Redemption Confirmation 

Displays the redemption information submitted to the fund company including 
the amount of the redemption, the fund number and name, account number, and 
the transaction reference number. 
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CDSC Hypothetical Calculation 

Overview 

The CDSC Hypothetical Calculation window displays information on contingent 
deferred sales charge (CDSC) fees for a redemption from the account. Displayed 
fees are for informational purposes only, and entries on this window will not 
initiate a redemption transaction. 

Procedures 

1. Select from the following buttons to specify the method by which to calculate 
hypothetical CDSC fee information: 
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• To redeem all shares in the account, click the Full Redemption 
button. Otherwise, the Partial Redemption button will be selected by 
default and you will be able to enter the number of shares or dollars 
to be redeemed. 

• To add the CDSC fees to the share/dollar amount redeemed, click 
the Net button. Otherwise, the Gross button will be selected by 
default and CDSC fees will be subtracted from the redemption 
amount you specify. 

• If you selected the Partial Redemption button, click the Shares 
button to specify a share amount to be redeemed. Otherwise, the 
Dollars button will be selected by default. 

2. If you selected the Partial Redemption button, type the redemption amount (in 
shares or dollars, as appropriate) in the Redemption Amount field. 

3. Click the Calculate button. The fee amount will be calculated and displayed in 
the upper portion of the window. 

Entry Field Definitions 



Redemption Amount 

If hypothetical fees are being calculated on a partial redemption, the Redemption 
Amount field must be completed. 

• If the Dollars button is selected, enter the dollar amount of the redemption. 
Enter whole dollar amounts only. 

• If the Shares button is selected, enter the number of whole shares to be 
redeemed. 



Link Definitions 

CDSC Fee Description 

Displays CDSC information specific to the fund family. 
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Display Field Definitions 

(Listed in window order.) 
Account 

Displays the shareholder's account number, as identified by the fund company. 
Tax ID/SSN 

Displays the tax ID associated with the account. A shareholder's tax identification 
number is either a Social Security number or an employer identification number. 

Redeeemed Dollars 

Displays the total dollar value of the redemption. 
Redeemed Shares 

Displays the total share amount of the redemption. 
NAV Per Share 

Displays the dollar value of one share of the fund as determined by the formula 
(total assets - total liabilities)/total shares outstanding. 

CDSC Fee 

Displays the total CDSC fee charged to the redemption. 
Free Money 

Displays the amount of money in the account that is not subject to CDSC fees. 
Check Amount 

Displays the total dollar amount that would be issued to the shareholder. If the 
Gross redemption option was selected, this amount will be less any CDSC fees. 



November 1 999 ©DST Systems, Inc. 63 



PRLNT OF OKA^y^iCi 
AS ORICEV> 




Vision Transaction Training Guide 



NOTES 



□ 

■M 

in 
cn 

w 

M 

2 

M 

ru 
u 
c 



64 



©DST Systems, Inc. 



November 1999 



PRL\T OF DKAMOSr.s 
AS ORIGIN J 




Chapter 10: 



Exchanges 



Exchange will appear as an available transaction on the Shareholder Account 
Information page only if it is authorized for the fund family, Operator ID, and 
account. Click the Exchange hyperlink on the Shareholder Account Information 
page to open the Exchange window. 




Exchange window 
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Exchange 



Overview 

The Exchange window displays total share and account value information and 
allows you to exchange shares between accounts. Exchanges will be allowed 
between two existing accounts and to a new account (in which case selected 
account information will be copied from the existing account). An exchange to 
existing account is the movement of money from one fund to another fund in 
previously established accounts within the same mutual fund family. An 
exchange to a new account is the movement of money from a previously 
established account in one fund to a new account in another fund within the same 
fund family. 

Procedures 

1. Complete one of the following selection fields: 

• To exchange a specified dollar amount, click the Dollar Amount button. 
Enter the dollar amount to be exchanged from the account in the 
corresponding field. Whole dollar trades do not require a decimal point. 
For example, to exchange five hundred dollars worth of shares, enter 
500. Transactions with cents require a decimal point. For example, to 
exchange five hundred dollars and sixty-six cents worth of shares, enter 
500.66. Only two decimal points are read, the amount is not rounded up 
or down. For example, 500.6679 dollars will be read as 500.66 dollars. 
This field is valid only if the Dollar Amount button is selected. 

• To exchange a specified share amount, click the Number of Shares 
button. Enter the number of shares to be exchanged from the account in 
the corresponding field. Whole share trades do not require a decimal 
point. For example, to exchange two hundred shares, enter 200 — not 
200.000. Transactions with fractional shares require a decimal point. This 
field is valid only if the Number of Shares button is selected. 

• To exchange all shares out of the account, click the All Shares button. 

2. Select the fund into which exchanged dollar value/shares will be placed from 
the Exchange to Fund list box. 

3. Select one of the following Exchange To Account options: 

• To exchange into an existing account, click the Existing Account button. 
Enter the account number in the corresponding field. 

• To exchange into a new account, click the Establish New Account 
button. Registration information from the existing account will be used to 
establish the new account. 

4. Click the Continue button. The Exchange Verification window appears. 
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Entry Field Definitions 

Dollar Amount 

Enter the dollar amount of the exchange. Whole dollar trades do not require a 
decimal point. For example, to exchange five hundred dollars worth of shares, 
enter 500. Transactions with cents require a decimal point. For example, to 
exchange five hundred dollars and sixty-six cents worth of shares, enter 500.66. 
Only two decimal points are read. The amount is not rounded up or down. For 
example, 500.6679 dollars will be read as 500.66 dollars. This field is valid only 
if the Dollar Amount button is selected. 



Number of Shares 

Enter the number of shares to be exchanged. Whole share trades do not require a 
decimal point. For example, to exchange two hundred shares, enter 200. 
Transactions with fractional shares require a decimal point. This field is valid 
only if the Number of Shares button is selected. 

All Shares 

Enables you to specify that all shares will be exchanged from the account. 
Exchange to Fund 

Select the fund into which the dollar amount/shares will be exchanged. 
Existing Account 

Enter the account number into which the dollar amount/shares will be exchanged. 
This field is valid only if the Existing Account button is selected. 

Establish New Account 

Enables you to specify that the shares will be exchanged into a new account. 
Registration information from the existing account will be used to establish the 
new account. 

Display Field Definitions 

(Listed in window order.) 
Account 

Displays the shareholder's account number, as identified by the fund company. 
Tax ID/SSN 

Displays the tax ID associated with the account. A shareholder's tax identification 
number is either a Social Security number or an employer identification number. 
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Total Shares 

Displays the current share balance of the account. 



Account Value 

Displays the dollar value of the account. Account value is determined by 
multiplying the sum of the issued and unissued shares by the net asset value. 




Exchange Verification 

Overview 

The Exchange Verification window allows you to review and confirm, cancel or 
modify the exchange information before the transaction is placed. 

Procedures 

1. Review the exchange transaction information carefully. 

2. Click one of the following buttons: 

• To accept the displayed exchange information, click the Confirm 
Exchange push button. The transaction will be submitted to the fund 
company. The Exchange Confirmation window will appear. 
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• To reject the displayed exchange information, click the Cancel push 
button. The transaction will not be submitted to the fund company. The 
previous window will appear. 

• To modify the displayed exchange information, click the browser's Back 
button. The exchange entry window will be re-displayed to allow 
changes to the dollar amount. 

Link Definitions 

Return to Shareholder Account Information 

Returns you to the main Shareholder Account Information window. 

Display Field Definitions 

(Listed in window order.) 
Account 

Displays the shareholder's account number, as identified by the fund company. 
TaxID/SSN 

Displays the tax ID associated with the account. A shareholder's tax identification 
number is either a Social Security number or an employer identification number. 

Exchange Verification 

Displays transaction information associated with the exchange, including the 
amount of the exchange, the fund number and name, and the account number. 
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Exchange Confirmation 

Overview 

The Exchange Confirmation window displays the exchange information 
submitted to the fund company and provides you with the transaction reference 
number. The transaction has been submitted to the fund, and cannot be 
automatically modified or canceled through Vision. Call the fund company's 
support phone number, included on the confirmation window, if the transaction 
needs to be modified or canceled. 

Procedures 

1 . Review the submitted exchange transaction information. 

2. Retain the transaction reference number for future reference. 

Link Definitions 

Return to Shareholder Account Information 

Returns you to the main Shareholder Account Information window. 



Display Field Definitions 

(Listed in window order.) 
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Account 

Displays the shareholder's account number, as identified by the fund company. 
Tax ID/SSN 

Displays the tax ID associated with the account. A shareholder's tax identification 
number is either a Social Security number or an employer identification number. 

Exchange Confirmation 

Displays the redemption information submitted to the fund company, including 
the amount of the exchange, the fund number and name, account number, and the 
transaction reference number. 
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amendment, interpretation, or other modification of any agreement between DST Systems, Inc. and any party. 

DST SYSTEMS, INC. IS NOT EXTENDING ANY WARRANTIES OR MAKING ANY REPRESENTATIONS TO 
ITS CUSTOMER WITH RESPECT TO THE SERVICES OF ANY INTERNET SERVICES PROVIDER OR TO 
ANY OTHER PRODUCTS OR SERVICES USED OR INSTALLED IN CONJUNCTION WITH THE DST 
SYSTEMS, INC. SYSTEMS, SOFTWARE AND SERVICES. THE ONLY WARRANTIES AND 
REPRESENTATIONS THAT DST SYSTEMS, INC. IS MAKING TO ITS CUSTOMER WITH RESPECT TO THE 
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AND DST SYSTEMS, INC. SPECIFICALLY DISCLAIMS ANY AND ALL REPRESENTATIONS AND 
WARRANTIES, EXPRESS OR IMPLIED, INCLUDING WITHOUT LIMITATION WARRANTIES OF 
MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE. 

DST SYSTEMS, INC. SHALL NOT BE RESPONSIBLE AND SHALL HAVE NO LIABILITY FOR ANY 
ACTUAL, SPECIAL, INCIDENTAL, DIRECT, INDIRECT, PUNITIVE, EXEMPLARY OR CONSEQUENTIAL 
DAMAGES OR ANY DAMAGES WHATSOEVER ARISING OUT OF OR IN CONNECTION WITH IMPROPER 
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HEREIN, AND ANY LIABILITY OF DST SYSTEMS, INC. TO ITS CUSTOMER FOR OTHER DAMAGES OF 
ANY KIND OR FOR ANY OTHER THING OR MATTER SHALL BE LIMITED AS SET FORTH IN THE 
AGREEMENT BETWEEN DST SYSTEMS, INC. AND ITS CUSTOMER. 

© 1999, DST Systems, Inc. All rights reserved. 

TA2000 is a registered trademark of DST Systems, Inc. Other products and company names mentioned herein 
are the trademarks of their respective owners. 
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Introduction 



What is Vision? 



DST's Vision Mutual Fund Gateway is an interactive Web site, located at 
http://www.dstvision.com (http://www.dstvisionl28.com), that provides 
financial intermediaries, such as broker/dealers and financial advisors, the ability 
to access fund, shareowner account, and dealer information in a real-time 
environment through the Internet. Information such as shareowner positions, 
account options, transaction histories, fund pricing and yields are some of the 
features available through Vision. With proper authorization, Vision also allows 
the financial intermediary to execute transactions such as exchanges, 
redemptions, and purchases. 

The Vision new account interface allows the financial intermediary to establish 
and settle a new account real time. This will save the financial intermediary from 
having to complete a paper application, attaching a check, and mailing it to the 
mutual fund. 



Vision was designed and developed specifically for the financial intermediary. 
We have focused on providing the financial professional with a truly friendly 
product that will make a tremendous impact on daily operations efficiency. 

Vision provides: 

• single logon access for all authorized fund groups 

• real-time, up-to-date fund and shareholder account information 

• transaction processing 

• new account establishment 

• intranet or extranet access 

New Account Establishment Options 

Vision offers four new account establishment options: 

• Establish the new account electronically and settle the initial purchase through 
ACH— The financial intermediary completes an application online, 
establishes the new account at the fund, and settles the account 
electronically via an on-demand ACH (Automated Clearinghouse) 



Vision Advantages 
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from the shareowners checking account. The ACH purchase for 
new accounts will be processed like any other ACH transaction. 
The trade date for settlement of the account will be determined by 
the fund's ACH processing rules. The intermediary may also print 
a copy of the application for the customer's signature. 

• Establish the new account electronically and waive the initial investment— The 

financial intermediary completes an application online, establishes 
the new account at the fund, waives the initial investment and 
settles the account electronically via ACH automatic investment. 
The trade date for settlement of the account will be determined by 
the fund's ACH processing rules. The intermediary may also print 
a copy of the application for the customer's signature. 

• Establish the new account electronically and settle the initial purchase by 
check— The financial intermediary completes an application online, 
establishes the new account at the fund, and settles the account by 
check. The broker/dealer attaches the shareholder's check to a 
printed remittance form and mails it to the fund. 

• Mail the new account application to the fund and settle the initial purchase by 
check— The financial intermediary completes an application online 
and prints the application form. The shareholder signs the 
application and pays the initial investment by check. The 
broker/dealer attaches the shareholder's check to the application 
and mails it to the fund. The account will not be established until 
the application is processed by the transfer agency. 

Using This Guide 

The Vision New Account Establishment Training Guide is composed of the 
following sections: 

Chapter 1 : Explains how to log on to the Vision Mutual Fund Gateway 

Internet site and select a fund management company. 

Chapters 2-10: Describes, in detail, how to use Vision to establish a new 
account, print a suitability form, and print an account 
application/remittance form. 

Chapter 1 1 : Explains signing up for Vision, changing your password, and 
obtaining technical support. 

Each chapter includes the following information: 

• Vision windows — Images of each Vision window. 

• Overview — A high-level description of the information displayed on each 
window. 

• Procedures — The steps that must be completed on the window before 
continuing to the next window. 

• Entry Field Definitions — The name and description of all fields that require 
entry or selection of information. 
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• Display Field Definitions — The name and description of all fields that display 
information. 

• Link Definitions — Describes hyperlinks to other windows within Vision/ 

Security on the Vision Web Site 

Vision is secured by operator ID and password. All Vision users will be issued a 
Vision ID and Password. Sharing an ID is not recommended. When the password 
expires is invalid, the user will be prompted for a new or valid password. 

See Chapter 1: Accessing Vision Mutual Fund Gateway for instructions on 
entering your operator ID and password, and for accessing the Vision Web site. 
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Accessing Vision Mutual 
Fund Gateway 



Vision may be accessed by typing http://www.dstvision.com into the address 
box of your browser. If the fund requires 128-bit encryption, type 
http://www.dstvisionl28.com. 

In order to sign onto Vision, you must have an assigned operator ID. 



(j Vision - Signon - (E for DST Syste 



Sign up for Vision 
Change Password 
Help 



Mutual Fund Gateway® 

A Product erf DST Syswms, Inc. 



. Operator ID 



i Password 



Copyright © 1993 DST Systems. Inc. Ail Rights Reserved 



Vision Sign-On window 




Vision Sign-On 



Overview 

The Vision Sign-On window enables you to sign on to the system. 

All you need to use Vision is an Internet browser. Vision supports the latest 
versions of Microsoft Internet Explorer and Netscape Navigator/Communicator 
browsers. A monitor resolution of 800x600 is recommended. 



November 1999 



©DST Systems, Inc. 



9 



PRLN TOF DRA, 
AS ORIGIN 




Vision New Account Training Guide 



Procedures 

1. Type your alphanumeric ID in the Operator ID field. 

2. Type your password in the Password field. 

3. Click Submit. 

The Vision Mutual Fund Gateway Internet Agreement window displays. 

Entry Field Definitions 

Operator ID 

Vision is secured by operator ID, which can be restricted at the dealer, 
dealer/branch, or dealer/representative level or by tax ID. The type of security 
associated with your Operator ID will affect the account information displayed 
on Vision windows. Your ID is assigned by the Vision Group ID and will be 
from four to eight alphanumeric characters long. To obtain an ID, go to the 
Vision enrollment Web site at http://www.dstvisioninfo.com and complete the 
online enrollment form. If the ID is not used within seven days of being 
assigned, or if there is no activity on the ID for 60 days, the ID will be disabled. 
To reset your ID, contact the DST Help Desk at (800) 228-3574. 

Password 

Your password must be a minimum of seven and a maximum of eight characters 
long. The password must contain at least one non-alpha, non-numeric character 
from the following list: !@#%_&*( )-/?_=+/. The password will appear as a 
series of asterisks. After three incorrect attempts to enter your password, your 
operator ID will be disabled. To obtain an initial password for your operator ID, 
contact the Vision group at (816) 843-6712. To reset your password, contact the 
DST Help Desk at (800) 228-3574. 

Note: If your ID is reset, your password will default to the initial password 
assigned by the Vision Group. 
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Accessing Vision Mutual Fund Gateway 



Link Definitions 



Sign Up for Vision 

The Vision enrollment Web site contains information about the features and 
benefits of Vision as well as the required forms to enroll in Vision or to add funds 
to your existing access. 

Change Password 

The Change Password window allows you to change your Vision password. 
Help 

All Vision Help windows open a new iteration of your browser. Please close the 
Help frame to return to Vision. This link appears on every page of the Vision 
Web Site. 



Change Password 




Change Password window 



Overview 

The Change Password window enables you to change your current password. 
This window should also be used when your password has been reset. 
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Procedures 

1. Type your alphanumeric ID in the Operator ID field. 

2. Type your current password in the Password field. If your Vision sign-on ID 
is disabled, contact the DST Help Desk at 1-800-228-3574 to reset your sign- 
on ID and password. 

3. Type your new password in the Change Password field. The password must 
be a minimum of seven characters and a maximum of eight characters long 
and must contain at least one non-alpha, non-numeric character from the 
following list: ! @ #%_&*()-/? = + . 

4. Type your new password a second time in the Verify Password field. 

5. Click Submit. 

Note: Type your new password exactly as you typed it in the Change Password 
field. If you do not verify your password correctly, an error message will result. 
Use your browser's Back button to attempt to change the password again. 

Your password will be updated and the Vision Agreement window will appear. 

Vision Internet Agreement 

Procedures 

The Vision Mutual Fund Gateway Internet Agreement appears the first time you 
log on, and will appear every 150 days after that for each operator ID. Click I 
Agree once you have read the agreement. 

The Management Company Selection window displays. If your Vision ID has 
access to only one management company, the Management Company Selection 
window will be bypassed and the Management Company Menu displays. 
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The Management Company Selection window displays. If your Vision 
ID has access to only one management company, the Management 
Company Selection window will be bypassed and the Management 
Company Menu displays. 

Management Company Selection 



| '3 Vision • Management Company Selection - Miciosoft Internet Exploiei 
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Mutual Fund Gateway® 


new; • View Fund Documents 
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Management Company Selection 
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Vision Management Company Selection Window 



Overview 

The Management Company Selection window enables you to select from a list of 
fund management companies the use Vision Mutual Fund Gateway. 

Procedures 

1. Highlight the desired management company from the list box. 

Note : Vision will list only management companies for which you have 
access. To scroll through the list, click the up or down arrow 
button. 

2. Click Select. 

The Management Company Menu window displays. 
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Accessing Vision Mutual Fund Gateway 



Note: To add additional fund management companies to your current access, 
click the Sign up for Vision hyperlink on the initial Vision Sign On window to go 
to the Vision Enrollment Web site. Complete the Additional Funds Request form 
and send or fax the form to the Vision group. To go directly to the site, go to 
http://www.dstvisioninfo.com. 
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Chapter 2: 

New Account Establishment 



In order to establish a new shareholder account, select New Account Setup from 
the Management Company Menu. 



'3 Vision - Menu • Microsoft Internet Exploit 



Vision 0 



/ Return To\ 
['Management'! 
\ Company / 
\ Selection / 



• Fund Information 

• Mel Asset Value Summary 

• Distribution Information 

• Order Information 

• Dealer folormatlon 

• Account Summary 
By Rep / Advisor 



L-New Account Setup 



neiiiiirttent ?lans 
t-fletirement Plan information 



» Dectionic 5 tale menu 
► View fund Documents 




GLOBAL PRIME INVESTORS FUNDS 



For Fund and Shareholder information, please call (816) 843-6712. 



E-Mail to GLOBAL PRIME INVESTORS FUNDS Disclaimer Help 
E-Mail to Vision Support 

Copyright© 1999 DST Systems, Inc. M Rights Reserved. 



Management Company Menu 



Overview 

The Management Company Menu window provides options for establishing new 
accounts, as well as accessing detailed information about the management 
company. 



Procedures 

Click on the New Account Setup option to establish a new shareholder account. 
The Enter Representative Information window displays. 
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Link Definitions 

Return to Management Company Selection 

Returns you to the Management Company Selection window. 

Fund Information 

Displays a specific fund's net asset value (NAV), daily dividend rate, yields, total 
returns, average maturity, redemption charge, and exchange charge for a 
specified date. The most current information will be displayed unless a specific 
date is requested. 



Net Asset Value Summary 

Displays the net asset value (NAV) for each fund within the mutual fund family. 
The most current information will be displayed unless a specific date is 
requested. 



Distribution Information 

Displays a specific fund's dividend and capital gain information (including a 
record date, dividend and capital gain rate and price, reinvestment price and 
payable and reinvestment date). 



Order Information 

Displays specific fund order information (including dealer registration, gross 
amount, trade price, shares, NAV, dealer net amount, trade date, and sales 
charge). Order information can be retrieved by entering an order number or an 
NSCC Fund/Serv control number. 



Dealer Information 

Displays dealer summary information at the dealer or dealer/branch level. Dealer 
information includes the dealer's registration, total assets, number of open and 
closed accounts, total accounts by matrix level, order summary information, and 
fund level assets. 



Account Summary by Rep/Advisor 

Displays representative-level account summary information (including fund 
number, number of accounts by fund, share volume by fund, assets by fund, and 
totals). 



Search Accounts By 



Dealer Account (BIN) 
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New Account Establishment 



Enables you to retrieve shareholder account information by dealer account 
number within a specific fund or across all funds in a family of funds. 

Fund and Account 

Enables you to retrieve shareholder account information by fund account number 
within a specific fund or across all funds in a family of funds. 

Shareholder Name 

Enables you to retrieve shareholder account information by shareholder name 
within a specific fund or across all funds in a family of funds 

Tax ID/SSN 

Enables you to retrieve shareholder account information by shareholder tax ID or 
social security number within a specific fund or across all funds in a family of 
funds. 

Rep/Advisor 

Enables you to retrieve shareholder account information by representative or 
advisor number within a specific fund or across all funds in a family of funds. 
You may retrieve and sort accounts by the following criteria: 

• tax ID number and ZIP code 

• cumulative discount number and ZIP code 

• fund number and account number 

• alphabetically by shareholder name 

Establish New Accounts 
New Account Setup 

Enables you to establish a new shareholder account. 

Retirement Plans 
Retirement Plan Information 

(appears only if the management company supports this option) 

This new feature on the Vision Menu provides access to information about 
defined contribution plans including: 

• plan assets and year-to-date contributions 

• price and yield information 

• summary of plan participants 

• loan and withdrawal information by participant 
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Electronic Media 



Electronic Statements 

(appears only if the management company supports this option) 

Vision users can access, view and print electronic statements that correspond in 
look, content and format to paper statements. You can search for electronic 
statements by tax ID/SSN, Rep/Advisor or Shareholder Name. Once you locate 
the transaction, click the hyperlink to view, download or print an electronic 
statement including management company information, a portfolio summary, 
recommended portfolio allocation, earnings summary and year-to-date 
contributions. 



View Fund Documents 

(appears only if the management company supports this option) 

This feature allows the Vision client to access electronic images of prospectuses, 
fact sheets and other fund documents. The documents are searchable by SKU 
(stock-keeping unit), description or document type. Click Item Image to view, 
download and print the document displayed in the Search Results window. 



E-Mail to Fund 



E-Mail to Fund Hyperlink 

(appears only if the management company supports this option) 

A hyperlink near the bottom of the Vision Menu opens a window that allows you 
to e-mail questions and comments directly to the fund management company. 
The Comments field is required. Add your name, phone number or e-mail 
address or call the fund company if you would like a response. 
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Enter Representative Information 

Dealer Number (Unrestricted or Tax ID Security) 

If the operator ID has unrestricted or tax ID security, the operator manually enters 
the dealer number, branch number, and representative number. 



Dealer Number (Dealer Security) 

If the Operator has dealer security, the dealer number will be pre-filled and the 
operator manually enters the branch number and representative number. 



SHE 




Enter Representative Information— Deater Number 



November 1999 



©DST Systems, Inc. 



21 



PRINT OF OKA 
AS ORIGIN, 




New MCXXJUTfrcaiovireirtiwH 



Vision New Account Training Guide 



Dealer Number (Multiple) 

If operator security includes access to multiple dealers, this field becomes a drop- 
down list box. 
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New Account Establishment 



Branch Number 

The dealer's branch office identification number is pre-filled if operator security 
provides access to one dealer and one branch office. If the branch number 
specified is not valid, the default branch office will appear on the verification and 
application windows. 
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Dealer/Branch (Multiple) 

If operator security includes access to multiple dealer/branch combinations, the 
Dealer Number field and the Branch Number field will be replaced by the 
Dealer/Branch drop-down list box. Regardless of operator security, the 
dealer/branch number is required to establish new accounts. 




Enter Representative Information— Multiple Dealer/Branch Numbers 
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New Account Establishment 



Representative Number 

The representative's identification number is pre-filled if operator security 
includes access to one dealer and one representative number. 



U 3 




Enter Representative Information— Representative Number 



=i s 
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Dealer/Representative (Multiple) 

If operator security includes access to multiple dealer/representative 
combinations, the Dealer Number and Representative Number fields will be 
replaced by a Dealer/Representative drop-down list box. The representative 
number is required to establish new accounts regardless of operator security. 




Enter Representative Information— Multiple Dealer/Representative Numbers 



Display Field Definitions 

Representative Name 

This optional field allows you to enter the name of the representative. 
Representative Telephone Number 

This optional field allows you to enter the representative's phone number. 
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New Account Establishment 
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Enter the required information and click Next. The Select Registration Type 
window displays. Select the type of account to be established and click Next. 



- New Account Setup - Hi 




Pl^'cJ^c ct.ope oC- tiij cjfofloyging nps^^ni^ts m d^ss JSfe^buttbn to continue. 
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Select Registration Type 

Depending on the account type selected, one of the following windows will 
appear. 




Enter Registration Information— Individual (Female or Male) 
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Enter Registration Information— Joint (Joint Tenant, Joint Tenant in Common, Joint Tenant in Entirety) 

!ilJlj ! , ! . H . ' M '' iJJJ, ll !. l i.^ 




Enter Registration Information— IRA (Roth or Traditional) 
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New Account Establishment 
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Enter Registration Information— Uniform GiftsHransfer to Minor 



Note that the social security number is required for US citizens or resident aliens 
and optional for joint shareowners and minors. If the fund company allows non- 
resident alien accounts, you may leave this field blank or enter all zeroes to 
establish a foreign account without a social security number. 

Enter the registration information and click Next. The Enter Shareowner 
Address window appears. 
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The Shareowner's name and address are required. The business and home phone 
are optional fields. The Donor State is required for Uniform Gift/Transfer to 
Minor. 

Enter the appropriate information and click Next. The Verify Shareowner's 
Address window appears. 
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Verify Shareowner's Address 

If changes are required, click Back to return to the Shareowner Address window. 
If the information is correct, click Accept Address. 

• Fiduciary accounts — The Enter Beneficiary Information window appears 
(see below). 

• Non-Fiduciary Accounts — The Select a Fund window appears (see page 33). 
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Enter Beneficiary Information window (fiduciary accounts only) 
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Primary Beneficiary 

Enter the name, social security number, date of birth, relationship ("spouse" or 
"other") and % of Account of the individual(s) who should receive payment of 
the value of the IRA account upon the shareowner's death. The total of % of 
Account fields for all primary beneficiaries must equal 100%. If no percentage 
is specified, the account balance will be divided equally among all primary 
beneficiaries. 



Secondary Beneficiary 

Enter the name, social security number, date of birth, relationship ("spouse" or 
"other") and % of Account of the individual(s) who should receive payment of 
the value of the IRA account if no primary beneficiaries are living at the time of 
the shareowner's death. The total of % of Account fields for all secondary 
beneficiaries must equal 100%. If no percentage is specified, the account balance 
will be divided equally among all secondary beneficiaries. 



Click Next to advance to the Select a Fund window. 




Select a Fund window 



To select a fund, check the box next to the Fund Name. You may select a 
maximum of 20 funds. Then click Next to continue. The Enter Investment 
Amount window appears. 
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Enter Investment Amount 



Fund Name 

Displays the names of funds available for new account establishment through 
Vision. 

Share Class 

Displays the share class for all funds selected on the Select a Fund window. 
Minimum Investment 

Displays the minimum investment dollar amount required for the initial purchase. 
$ Amount (Non-IRA Accounts Only) 

Enables you to enter the new account initial purchase dollar amount. Whole 
dollar purchases do not require a decimal point. An entry in the $ Amount field 
is required unless the Waive Initial Investments option is checked. 
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Prior Year $ Amount (IRA Accounts Only) 

Enables you to enter the initial IRA contribution dollar amount for the prior tax 
year. Whole dollar purchases do not require a decimal point. An entry in either 
the Prior Year $ Amount or the Current Year $ Amount field is required 
unless the Waive Initial Investments option is checked. 

Note: This entry field is available only between January 1 and mid-April 
(usually April 15). 

Current Year $ Amount (IRA Accounts Only) 

Enables you to enter the initial IRA contribution dollar amount for the current 
tax year. Whole dollar purchases do not require a decimal point. An entry in 
either the Prior Year $ Amount or the Current Year $ Amount field is 
required unless the Waive Initial Investments option is selected. 

Waive Initial Investment 

If the fund company allows you to waive the initial investment, you may select a 
fund by checking the Waive Initial Investments box or by entering an amount 
that is less than the Minimum Investment in the Amount (or Current Year $ 
Amount) field. 

If the fund does not allow waiver of the initial investment, the Waive Initial 
Investments column will not appear and the Amount (or Current Year $ 
Amount) must be equal to or greater than the Minimum Investment. 

Note: Automatic investment is required if the minimum initial investment is 
waived. 

IRA Fee Amount (Fiduciary Accounts Only) 

If the account type is Roth or Traditional IRA, you must enter an IRA fee 
amount. Click the IRA Fees and Information hyperlink to calculate the required 
fee. 

Note: The IRA fee must be paid by check, even if the initial investment amount 
will be electronically debited from the customer's bank account. 

Payment Type 

• If you select Electronically Debit Customer's Bank Account, the Enter 
Bank Information for Initial Investment window appears. 

• If you select Mail Check to the fund, the Setup Account Options window 
appears. 

• If you select Waive Initial Investments, you do not need to specify a 
Payment Type. 
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Enter Bank Information for Initial Investment 

Enter the bank routing number and account number for the shareholder's account 
to debit for the initial purchase. The bank routing number will be verified. 
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Set Up Account Options 

The Set Up Account Options window is a menu of options available for the 
selected fund(s). Each account may have its own options with the exception of 
Letter of Intent (LOI) and Rights of Accumulation (ROA). Account option 
availability is determined by the fund. There are seven account options and two 
broker options. 

Note: The following options will appear on the Set Up Account Options menu 
for the fund(s) selected only if the fund company allows the option. 

Account Options 

• Distribution Options are special dividend and capital gains processing rules. 

• Automatic Investment allows systematic ACH purchases. Automatic 
investments are required if the operator waives initial investments. 

• Automatic Withdrawal permits systematic withdrawals. 
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• Rights of Accumulation (ROA)/Letter of Intent (LOI) provides access to a 
series of menus that allow the user to link the new account to an existing LOI 
and/or ROA or to establish a new LOI and/or ROA. If Auto ROA is enabled 
for this fund and social code, a message will indicate that "Groupings for 
Rights of Accumulation (ROA) are established systematically" and the ROA 
option will be unavailable (see page 62). 

• Interested Party lets you list the names and addresses of up to four interested 
parties. 

• Telephone Redemption enables telephone redemption options for new 
accounts. 

• Telephone Exchanges offer telephone exchange options for new accounts. 

• Checkwriting Redemption indicates that check-writing privileges may be 
established by contacting the mutual fund company. 

Broker Options 

• Suitability Form — The new account suitability form helps the operator 
collect personal information to ensure that their customers' financial 
backgrounds are compatible with their investment selections. 

• Brokerage Application — The brokerage application form allows the broker 
to develop detailed personal and financial profiles of new clients. It provides 
some of the same information as the Suitability Form, but brokers generally 
reserve the brokerage application for the initial purchases by new customers, 
and use the less detailed suitability form for subsequent purchases. 



38 



©DST Systems, Inc. 



November 1999 



PRINT OF DKA 
AS ORIGIN 



>C5 




Chapter 3: 

Distribution Options 



Distribution options provide the ability to determine how dividends and capital 
gains will be processed for new accounts. 

When cash is selected for either dividends, capital gains, or both, the operator can 
select the form of payout. Only one form of payout is allowed if the cash option 
is selected for both dividends and capital gains. 




Select Distribution Options 



Funds Selected Today 

Displays the name of the investment selection chosen to establish a new account. 

Dividend Reinvest 

Reinvest is the default. 
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Dividend Cash 

Provides the ability to set up dividends earned to pay out in cash. Within the 
Cash Option, operators may select one of three options: Pay by Check, Pay by 
Direct Deposit or Deposit into Existing Account. 

Capital Gains Reinvest 

Capital Gains reinvest is the default. 

Capital Gains Cash 

Provides the ability to set up capital gains earned to pay out in cash. Within this 
option, operators may select one of three options: Pay by Check, Pay by Direct 
Deposit or Deposit into Existing Account. 

Click Next to continue. If Cash is selected as the distribution option and Deposit 
to Existing Account is selected as the method of distribution, the Enter Deposit 
to Existing Account window appears. 
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Enter Deposit to Existing Account 

Select a fund from the pull-down list, enter the existing account number and click 
Next. The Verify Distribution Options window appears. 

If Cash is selected as the distribution option and Direct Deposit is selected as the 
method of distribution, the Distribution Options Verification window appears. 
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Verify Distribution Options 

If all options are correct, click Next. The Bank Instructions window appears. 

If all selections are correct, click Next. A bank instructions window will appear, 
allowing you to select existing shareowner bank instructions or to create new 
instructions. If bank instructions are being established for the first time, you will 
need to enter a routing number and bank account number. See page Error! 
Bookmark not defined, for information on the controls in this window. 



Click Next to return to the Set Up Account Options window. 
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NOTES 
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Chapter 4: 

Automatic Investment 



The Enter Automatic Investment window enables you to establish ACH 
automatic investment features for new accounts. While the Plan Starting Month 
and Frequency options are the same for all new accounts, the Investment Amount 
may vary. 




Enter Automatic Investment 



Plan Starting Month 

Select one of the buttons to indicate the month in which systematic investment 
begins. The current month is the default. The start date will be the first business 
day of the month selected. 

Frequency 

Select the frequency by clicking Every Month or by checking at least one box to 
indicate the month(s) in which the systematic investment occurs. 
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Funds Selected Today 

Displays a list of the funds that allow automatic investment from the list of funds 
selected in the Select Investment window. If the initial investment was waived 
on the Select Investments page, two red asterisks to the left of the fund name 
indicate that automatic investment is required. 

Amount 

Input the amount to be invested based on the investment frequency. If a 
systematic plan is selected, at least one field is required. 

Minimum Investment 

Displays the mutual fund's minimum investment amount. 
Investment Days 

Select the day(s) of the month to invest in the new account. Two days per fund 
may be selected by using the drop-down lists. 

Click Next. A bank instructions window will appear, allowing you to select 
existing shareowner bank instructions or to create new instructions. If bank 
instructions are being established for the first time, you will need to enter a 
routing number and bank account number. 
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Chapter 5: 

Automatic Withdrawal 



The Enter Automatic Withdrawal window enables you to specify automatic 
withdrawal options for new accounts. While the Plan Starting Month and 
Frequency options are the same for all new accounts, the withdrawal amount may 
vary. 
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Enter Automatic Withdrawal 



Plan Starting Month 

Indicate the month in which the systematic withdrawal begins by selecting one 
button. The button for the current month is the default. The start date will be the 
first business day of the month selected. 

Frequency 

Indicate the frequency of automatic withdrawal by clicking the Every Month 
button or checking at least one withdrawal month. 
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Funds Selected Today 

Displays the funds that allow ACH or check (draft) systematic withdrawals from 
the list of funds selected in the Select Investment window. An error message will 
appear next to the fund name if the fund selected does not allow automatic 
withdrawal. 



Amount 

Input the amount to be withdrawn based on the frequency specified. If a 
systematic plan is selected, at least one field is required. 

Withdrawal Day of Month 

Specify the day of the month on which withdrawals will be processed by 
selecting one day per fund from the drop-down list. 

Note: If Java script is disabled on your Internet browser, this field will not 
appear on the Enter Automatic Withdrawal window. Fill in the other fields and 
click Next to access an additional window where you can specify the withdrawal 
day. 



Payment Type 

• Pay by Check. Click this button to indicate that the withdrawal should be 
issued in check form and sent to the shareowner's address as indicated on the 
Shareowner Address of Record window. 

• Pay by Direct Deposit. Click this button to indicate that ACH withdrawals 
should be sent to the bank account specified on the Bank Account Information 
window. This is the default payment type. 



Click Next. A bank instructions window will appear, allowing you to select 
existing shareowner bank instructions or to create new instructions. If bank 
instructions are being established for the first time, you will need to enter a 
routing number and bank account number. 
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Chapter 6: 

Rights of Accumulation/ 
Letter of Intent 

The Rights of Accumulation (ROA)/Letter of Intent (LOI) option allows you to 
link new accounts to: 

• an existing ROA 

• a new ROA 

• an existing LOI 

• a new LOI 

or any combination thereof. 

If you selected Setup Rights of Accumulation (ROA)/Letter of Intent (LOI) 

from the Setup Account window, the Select Letter of Intent (LOI)/Rights of 
Accumulation (ROA) window appears. Choose an option and click Next. 




Select Letter of Intent (LOI)/Rights of Accumulation (ROA) 



Note: If Auto ROA is enabled for this management company, this window will 
not appear and you will advance to the Select LOI option window (see Select 
LOI Option (Auto ROA) section). 

Establish ROA 

If you select Establish Rights of Accumulation (ROA), the Select Rights of 
Accumulation (ROA) Option window appears. 
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Select Rights of Accumulation (ROA) Option 

Link New Accounts to an Existing ROA Number 

Existing Fund 

Use the drop-down box to select a fund that contains an ROA number that should 
be linked to the new accounts. 



Account Number 

Enter the account number of an account that contains an ROA number that 
should be linked to the new accounts. 

Click Next to continue. The Verify Existing ROA Number window appears. 
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Verify Existing ROA Number 



ROA Number 

The number assigned to the existing fund and account for rights of accumulation 
(ROA). 

Existing Fund 

The fund name for the existing ROA. 
Existing Account 

The account number for the existing ROA. 
Registration Info 

Displays up to six lines of registration information for the existing fund account. 

If all this information is correct, click Next to return to the Setup Account 
Options window. 
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Link New Accounts to a New ROA Number 

If you select this option, the Establish New ROA window appears. 

m 
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Establish New ROA 



Fund Name 

Use the drop-down box to select a fund that contains an ROA number that should 
be linked to the new accounts. 

Existing Account Number 

Enter the number of the existing account that should be linked to the new ROA 
number. 

When you have entered the required information, click Next. The Verify New 
ROA Account Linking window appears. 
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Verify New ROA Account Linking 



Accounts not Available for Linking 

Indicates the fund, account number and ROA number for accounts already linked 
to an existing ROA. These accounts will not be linked to the new ROA number. 



Accounts Not Found 

Indicates invalid account numbers. These accounts will not be linked to the new 
ROA number. 

Accounts to be Linked with the New ROA 

Indicates that the fund will be linked to a new ROA number. Uncheck any funds 
that should not be linked. 

Once you have confirmed that this information is correct, click Next to return to 
the Setup Account Options window. 
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Establish Both LOI and ROA 

If you select Establish both Letter of Intent (LOI) and Rights of 
Accumulation (ROA) the Select Letter of Intent (LOI)/Rights of Accumulation 
(ROA) Option window appears. 
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Select Letter of Intent (L01)/Rights of Accumulation (ROA) Option 

Link New Accounts to Existing LOI and ROA Numbers 



Existing Fund 

Use the drop-down list to select the name of a fund containing an LOI and/or 
ROA number that should be linked to the new accounts. 



Account 

Enter the number of the account containing an LOI and/or ROA number that 
should be linked to the new accounts. 
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Click Next to continue. The Verify Existing LOI/ROA Numbers window 
appears. 
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Verify Existing LOI/ROA Numbers 



ROA Number 

The ROA number assigned to the existing fund. 



LOI Number 

The LOI number assigned to the existing fund. 
Starting Date 

The date the existing LOI was established. 
Expiration Date 

The date the existing LOI will expire. 

Agreement Amount 

The LOI agreement amount. 
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Amount Invested 

The amount of money invested to date in the existing LOL 
Amount Due 

The amount to be invested in the existing LOI. 

Note: Purchase credits will be taken into account when calculating the Amount 
Due. 

Existing Fund 

The fund name for the existing LOI. 
Existing Account 

The account number for the existing LOI. 
Registration Info 

Displays up to six lines of registration information for the existing fund account. 

If all this information is correct, click Next to return to the Setup Account 
Options window. 
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ROA/LOI 



Link New Accounts to New LOI and ROA Numbers 

When this option is selected, the Establish New LOI/ROA window appears. 
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Establish New LOI/ROA 



Select an Amount for LOI 

•This drop-down list contains the available LOI agreement amounts. 



Fund Name 

Use the drop-down list to select the names of funds that should be linked to the 
new LOI/ROA number. 

Existing Account Number 

Enter the number of the existing account(s) that should be linked to the new 
LOI/ROA number. 



Click Next to continue. The Verify New LOI/ROA Account Linking window 
appears. 
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Verify New LOI/ROA Account Linking 



Accounts not Available for Linking 

Displays the fund name, account number, LOI number and ROA number for 
accounts that are already linked to an existing LOI/ROA. These accounts will 
not be linked to the new LOI/ROA number. 

Accounts Not Found 

Indicates invalid account numbers. These accounts will not be linked to the new 
LOI/ROA number. 

Accounts to be Linked with the New LOI/ROA 

Displays the fund name, account number and registration information for 
accounts that will be linked to the new LOI/ROA number. Uncheck any accounts 
that should not be linked. 

Click Next to return to the Setup Account Options window. 
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Link New Accounts to a New LOI Number and an 
Existing ROA Number 

Existing Fund 

Use the drop-down list to select the name of a fund containing an ROA number 
that should be linked to the new accounts. 

Account 

Enter the number of the account containing an ROA number that should be 
linked to the new accounts. 

Click Next to continue. The Verify Existing ROA Number window appears. 

Refer to page 53 for a description of the controls in this window. Enter the 
required information and click Next to advance to the Establish New LOI 
window. 




Establish New LOI 



Select an Amount for LOI 

This drop-down list contains the available LOI agreement amounts. 
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Fund Name 

Use the drop-down list to select the names of funds that should be linked to the 
new LOL 



Existing Account Number 

Enter the number of the existing account(s) that should be linked to the new LOL 

Enter the required information and click Next to continue. The Verify New LOI 
Account Linking window appears. If there are no existing accounts to link, click 
Next to return to the Setup Account Options window. 
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Verify New LOI Account Linking 



Accounts not Available for Linking 

Displays the fund name, account number and LOI number for accounts that are 
already linked to an existing LOI number. These accounts will not be linked to 
the new LOI number. 
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Accounts Not Found 

Indicates invalid account numbers. These accounts will not be linked to the new 
LOI number. 



Accounts to be Linked with the New LOI 

Displays the fund name, account number and registration information for 
accounts that will be linked to the new LOI number. Uncheck any accounts that 
should not be linked. 



If all this information is correct, click Next to return to the Setup Account 
Options window. 

Link New Accounts to an Existing LOI Number and a 
New ROA Number 

Use the drop-down list to select the name of a containing an LOI number that 
should be linked to the new accounts. 



Account 

Enter the number of the account containing an LOI that should be linked to the 
new accounts. 



Click Next to continue. The Verify Existing LOI Number window appears. 
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Verify Existing LOI Number 



LOI Number 

The LOI number assigned to the existing fund. 
Starting Date 

The date the existing LOI was established. 
Expiration Date 

The date the existing LOI will expire. 

Agreement Amount 

The LOI agreement amount. 

Amount Invested 

The amount of money invested to date in the existing LOI. 
Amount Due 

The amount to be invested in the existing LOI. 
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Existing Fund 

The fund name for the existing LOI. 
Existing Account 

The account number for the existing LOI. 
Registration Info 

Displays up to six lines of registration information for the existing fund account. 

If all this information is correct, click Next to advance to the Establish New ROA 
window. 

Refer to page 50 for a description of the controls in this window. Enter the 
required information and click Next to return to the Setup Account Options 
window. 
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Select LOI Option (Auto ROA) 



If the fund company allows Auto ROA, Vision automatically assigns ROA 
numbers to all qualified related accounts. No ROA options will appear on the 
Setup Account Options window. 




Setup Account Options (with Auto ROA) 

Click Letter of Intent (LOI) to advance to the Select Letter of Intent (LOI) 
Option window. From this window, you can 

• link new accounts to an existing LOI, or 

• link new accounts to a New LOI. 
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Select Letter of Intent (LOI) Option 



Link New Accounts to an Existing LOI Number 

When you select Link New Accounts to an Existing LOI Number, the Verify 
Existing LOI Number window appears. Refer to page 61 for a description of this 
window. 

If all this information is correct, click Next to return to the Setup Account 
Options window. 

Link New Accounts to a New LOI Number 

When you select Link New Accounts to a New LOI Number, the Establish 
New LOI window will appear. Refer to page 57 for a description of this window. 

Enter the required information and click Next to advance to the Verify New LOI 
Account Linking window. If all this information is correct, click Next to return to 
the Setup Account Options window. 
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Chapter 7: 

Interested Party 



You can use the Enter Interested Party window to establish up to four interested 
parties for each new account. This allows you to mail copies of the shareholder's 
account confirmations and statements to the designated parties. 
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Enter Interested Party 
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Address Type 

Designates the address of an interested party as a domestic or foreign address. 
Name and Address 

Enter the name and address for the Interested Party. Lines 2 through 6 are for an 
address, city, state and zip code. This information is optional. 

Once the information has been entered, click Next. Select another account option 
from the Setup Account Options window. 
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Chapter 8: 

Telephone Redemption 



The Telephone Redemption window enables you to perform redemptions by 
telephone. Telephone redemption options vary from fund to fund. Only those 
options approved by the fund company will appear on this menu. 




Select Telephone Redemption 



Allow telephone redemptions by check 

Click this button to indicate that the telephone redemptions should be issued by 
check. This is the default. 



Allow telephone redemptions by check or direct deposit 

Click this button to indicate that telephone redemptions can be issued by either 
check or ACH. 

Do not allow telephone redemptions 

Click this button to disallow telephone redemptions for the new accounts. 
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Click Next. A bank instructions window will appear, allowing you to select 
existing shareowner bank instructions or to create new instructions. If bank 
instructions are being established for the first time, you will need to enter a 
routing number and bank account number. Click Next to return to the Set Up 
Account Options window. 
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Chapter 9: 

Telephone Exchange and 
Check-Writing Redemptions 



Telephone Exchange 



The Select Telephone Exchange window provides the ability to establish 
telephone exchange options for new accounts. Uncheck the box to override the 
default for funds that establish all new accounts with telephone exchange 
capability. If the fund does not allow telephone exchange for new accounts, this 
option will not appear. Click Next to continue. 
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Select Telephone Exchange 
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Check-Writing Redemptions 

If the fund offers check-writing redemptions, the following message will appear: 

PLEASE CONTACT THE MUTUAL FUND COMPANY TO ESTABLISH CHECK-WRITING 
PRIVILEGES. 
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Chapter 10: 

Completing the Application 

Brokerage and Suitability Forms 

From the Set Up Account options window, the operator can select either one of 
two forms to determine ensure a good match between the fund, the investment 
selections, and the customer's financial background. You can access either of 
these electronic forms any time during new account establishment from the 
hyperlinks at the bottom of the Set Up Account Options window. 

Suitability Form 

The New Account Suitability form allows the operator to compile personal 
information about customers to ensure their financial backgrounds are compatible 
with their investment selections. This information is not retained by the fund. 

Brokerage Application 

The Brokerage Application form allows the broker to develop detailed personal 
and financial profiles of new clients. It provides some of the same information as 
the Suitability Form, but brokers generally reserve the brokerage application for 
the initial purchase by a new customer, and complete the less detailed suitability 
form for subsequent purchases. This information is often used to establish a new 
account with the brokerage and is not retained by the fund. 
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New Account Suitability Information 
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New Account Suitability Information 
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Completing the Application 



Personal Information 



Investor Name 

Displays the shareowner's name as it appears on the Enter Registration 
Information window. 

Occupation 

An entry field for the primary shareowner's occupation. 
Nature of Business 

An entry field for a brief description of the primary shareowner's occupation. 



SSN 

Allows entry of the primary shareowner's social security number if none was 
specified on the Enter Registration Information window. 



Birthdate 

Allows entry of the primary shareowner's date of birth if none was specified on 
the Enter Registration Information window. It must be entered in the 
MM/DD/YYYY format. 

Home Phone Number 

Enables you to enter the primary shareowner's home phone number if none was 
indicated on Enter Shareowner Address window. 

Business Phone Number 

Enables you to enter the primary shareowner's business phone number if none 
was indicated on Enter Shareowner Address window. 

Marital Status 

Click one of the buttons to indicate the marital status of the investor. 
Number of Dependents 

Enables you to enter the number of dependents claimed by the investor. 
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Tax Bracket 

Enables you to enter the investor's federal income tax percentage. 
Annual Income 

Enables you to enter the investor's annual income. 
Liquid Assets 

Enables you to enter the amount of the investor's liquid assets. 
Net Worth 

Enables you to indicate the investor's net worth (excluding home and personal 
property). 

Is the Investor employed by or associated with a member firm or NASD? 

Enables you to indicate whether the investor is employed by or associated with a 
member firm of the National Association of Securities Dealers (NASD). 

Joint Investor Information 
Joint Investor 

Displays the minor or first shareowner specified on a joint account as it appears 
on the Enter Registration Information window. 

Occupation 

An entry field for the joint investor's occupation. 
Nature of Business 

An entry field for a brief description of the joint investor's occupation. 
SSN 

Allows entry of the joint investor's social security number if none was specified 
on the Enter Registration Information window. 

Birthdate 

Allows entry of the joint investor's date of birth if none was specified on the 
Enter Registration Information window. It must be entered in the 
MM/DD/YYYY format. 



74 



©DST Systems, Inc. 



November 1999 



PRINT OF DRA^NCi 

as c^RicmAJL^Ba^ 

wUide Completing the Application 



Home Phone Number 

Enables you to enter the joint investor's home phone number if none was 
indicated on Enter Shareowner Address window. 

Business Phone Number 

Enables you to enter the joint investor's business phone number if none was 
indicated on Enter Shareowner Address window. 

Annual Income 

Enables you to enter the joint investor's annual income. 
Liquid Assets 

Enables you to enter the amount of the joint investor's liquid assets. 
Net Worth 

Enables you to indicate the joint investor's net worth (excluding home and 
personal property). 

Tax Bracket 

Enables you to enter the joint investor's federal income tax percentage. 

Minor Information 
Minor Name 

Displays the minor's name if listed on the Enter Registration Information 
window. 

Minor SSN 

Enables you to enter the minor's Social Security number (the SSN will fill in 
automatically if it was entered on a previous window). 

Minor Birthdate 

Enables you to enter the minor's date of birth. 

Investment Selection 
Fund Name (CUSIP) 

Displays the name(s) of the fund(s) indicated on the Select a Fund window. 
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Share Class 

Displays the share class of all funds indicated on the Select a Fund window. 
Initial Investment Amount 

Displays the initial investment amount for each fund. 
Total 

Displays the total dollar amount for all new accounts being established. 
Payment Type 

Displays the method of payment chosen for the investment selections. 
Source of Funds 

Check one or more boxes to indicate how the investment will be funded or use 
the "Other" box to specify a source that is not on this list. 

Purpose(s) of Investment 

Check one or more boxes to indicate the reasons for the investment selections 
funded or use the "Other" box to specify a reason that is not on this list. 

Portfolio Objective(s) 

Check one or more boxes to indicate the objectives of the mutual funds selected 
use the "Other" box to specify an objective that is not on this list. 

Investment Experience 

Enter the number of years and check one or more boxes to indicate the type of 
investment experience. You can also use the "Other" box to specify any 
investment experience that is not on this list. 

Broker Use Only 
Broker Reference Number 

Enables you to assign a broker reference number to this trade. 

Once all the information is entered, click Next. The Verify New Account 
Suitability Information window appears. 

If all the information is correct, click Next to return to the Setup Account Options 
window, or click Back to correct any errors. 

When you have selected all the options for this account, click Next to advance to 
the Account Application Verification window. 
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Broker Application Information window (Part I) 
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Broker Application Information window (Part II) 
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Personal Information 
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Account Identifier 

Click one of these buttons to indicate whether the investor is a new or existing 
customer. 

Employee Account 

Click one of these buttons to indicate whether the investor is an employee of the 
brokerage firm. 

Investor Name 

Displays the shareowner's name as indicated on the Enter Registration 
Information window. 

Occupation 

Enables you to indicate the investor's occupation. 
Nature of Business 

Enables you to enter a brief description of the investor's occupation. 
Employer Name 

Enables you to enter the name of the investor's employer. 
Employer Address 

Enables you to indicate the address of the investor's employer. 
Number of Years Employed 

Enables you to specify the number of years the investor has been employed. 
SSN 

Enables you to enter the investor's Social Security number if none was specified 
on the Enter Registration Information window. 

Birthdate 

Allows entry of the joint investor's date of birth if none was specified on the 
Enter Registration Information window. It must be entered in the 
MM/DD/YYYY format. 

Home Phone Number 

Enables you to enter the investor's home telephone number. 
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Business Phone Number 

Enables you to enter the investor's business telephone number (the number will 
fill in automatically it was listed on a previous window). 

Address 

Displays the investor's address as indicated on the Enter Shareowner Address 
window. 

Type 

Displays the type of registration. 
Citizenship 

Displays the shareowner's citizenship as specified on the Enter Registration 
Information window. 

Marital Status 

Click one of these buttons to indicate the marital status of the investor. 
Number of Dependents 

Enables you to enter the number of dependents claimed by the investor. 
Annual Income 

Enables you to enter the investor's annual income. 
Liquid Assets 

Enables you to enter the amount of the investor's liquid assets. 
Net Worth 

Enables you to indicate the investor's net worth (excluding home and personal 
property). 
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Tax Bracket 

Enables you to enter the investor's federal income tax percentage. 

Is investor licensed as a Registered Representative? 

Click one of these buttons to indicate whether the investor is licensed as a 
Registered Representative. 

If yes, broker/dealer name 

If yes, (above), the name of the broker/dealer. 

Is investor related to a Registered Representative? 

Click one of these buttons to indicate whether the investor is related to a 
Registered Representative: 

If yes, name of Registered Representative 

If yes (above), enter the Registered Representative's name. 

Is investor a director/officer of a publicly traded company? 

Click one of these buttons to indicate whether the investor is a director or officer 
of a publicly traded company. 

If yes, name of company 

If yes (above), enter the name of the company. 

Is investor employed by, or associated with, a member firm of NASD? 

Click one of these buttons to indicate whether the investor is employed by, or 
associated with, a member firm of the National Association of Securities Dealers 
(NASD). 

Joint Investor Information 
Joint Investor 

Displays the minor or first shareowner specified on a joint account as it appears 
on the Enter Registration Information window. 
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Occupation 

An entry field for the joint investor's occupation. 
Nature of Business 

An entry field for a brief description of the joint investor's occupation. 
Employer Name 

Enables you to enter the name of the joint investor's employer. 
Employer Address 

Enables you to indicate the address of the joint investor's employer. 
Number of Years Employed 

Enables you to specify the number of years the joint investor has been employed. 
SSN 

Allows entry of the joint investor's social security number if none was specified 
on the Enter Registration Information window. 

Birthdate 

Allows entry of the joint investor's date of birth if none was specified on the 
Enter Registration Information window. It must be entered in the 
MM/DD/YYYY format. 

Home Phone Number 

Enables you to enter the joint investor's home phone number if none was 
indicated on Enter Shareowner Address window. 

Business Phone Number 

Enables you to enter the joint investor's business phone number if none was 
indicated on Enter Shareowner Address window. 

Annual Income 

Enables you to enter the joint investor's annual income. 
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Liquid Assets 

Enables you to enter the amount of the joint investor's liquid assets. 
Net Worth 

Enables you to indicate the joint investor's net worth (excluding home and 
personal property). 

Tax Bracket 

Enables you to enter the joint investor's federal income tax percentage. 

Minor Information 
Minor Name 

Displays the minor's name if listed on the Enter Registration Information 
window. 

Minor SSN 

Enables you to enter the minor's Social Security number (the SSN will fill in 
automatically if it was entered on a previous window). 

Minor Birthdate 

Enables you to enter the minor's date of birth. 

Investment Selection 
Fund Name (CUSIP) 

Displays the name(s) of the fund(s) indicated on the Select a Fund window. 
Share Class 

Displays the share class of all funds indicated on the Select a Fund window. 
Initial Investment Amount 

Displays the initial investment amount for each fund. 
Total 

Displays the total dollar amount for all new accounts being established. 
Purchase Type 

Displays the method of payment chosen for the investment selections. 
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Source(s) of Funds 

Enables you to indicate the source(s) of the investment dollars. 
Purpose(s) of Investment 

Enables you to indicate the reason(s) for the investment. 
Portfolio Objective(s) 

Enables you to indicate the objective(s) of the mutual fund selected. 
Investment Experience 

Enables you to indicate the amount and type of the investor's experience. 
Portfolio Time Horizon 

Enables you to indicate the time frame for the investor's future investments. 
Risk Exposure 

Enables you to indicate the degree of exposure the investor is willing to risk. 

Dealer Information 
Dealer Name 

Displays the name of the dealer as shown on the Enter Representative 
Information window. 

Dealer/Branch Number 

Displays the dealer and branch number shown on the Enter Representative 
Information window. 

Representative Name 

Displays the name of the representative as shown on the Enter Representative 
Information window. 

Representative Phone Number 

Enables you to enter the dealer representative's phone number. 

Reference Information 
Broker Reference 

Enables you to enter a broker reference number for the investor. 
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Personal Reference 

Enables you to enter a personal reference number for the investor. 



Bank Reference 

Enables you to enter a bank reference number for the investor. 



Broker Use Only 



Broker Trade Reference Number 

Enables you to assign a broker reference number to this trade. 



Once all the information is entered, click Next. The Verify Broker Application 
Information window appears. 

If all the information is correct, click Next to return to the Setup Account Options 
window, or click Back to correct any errors. 

When you have selected all the options for this account, click Next to advance to 
the Account Application Verification window. 

Account Application Verification 

The Account Application Verification window allows for the review of all 
information entered prior to printing or submitting the new account for setup. 

There are several versions of this window depending on the account type and 
payment method. If the initial investment will be paid via ACH, bank 
instructions will appear in this window. For payment by check, click the 
Display/Print Application button to print a copy of the application that you can 
mail to the fund with the check. 
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Registration Information 

This section contains the full registration (name, registration type and address) as 
well as the type of account, SSN, citizenship, business and home telephone 
numbers and e-mail address. 

Investment Selection 

Displays the fund name, share class, initial investment amount, total investment, 
payment type, and bank instructions for all funds selected. The Initial 
Investment Amount will display as "0.00" if the initial investment was waived. 
Total, Payment Type and Bank Account Information for Initial Investment 
will not appear if the initial investment was waived for all funds selected. 

Account Options 



Distributions 

Displays the dividend and capital gains processing instructions for each mutual 
fund selected. The reinvest to account registration will appear for mutual funds 
when the reinvestment diversification plan was selected. Additionally, for 
mutual funds paying dividends and capital gains by direct deposit, the bank 
accounts instructions will appear. 

Automatic Investment 

Displays the plan starting month, investment frequency, investment amounts and 
days, and bank instructions. 

Automatic Withdrawal 

Displays the plan starting month, withdrawal frequency, investment amounts and 
days, and bank instructions. 

Letter of Intent 

Displays the LOl options specified, the registration information for existing 
accounts linked to the new LOI, and the LOI information and registration 
information where the new account were linked to an existing LOI. 



Rights of Accumulation 

Displays the ROA options specified, the registration information for existing 
accounts linked to the new ROA, and the ROA information and registration 
information where the new accounts were linked to an existing ROA. 

Interested Party 

Displays up to four interested parties 1 names and addresses. 
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Telephone Redemption 

Displays the telephone redemption processing options and bank instructions. 
Telephone Exchange 

Indicates whether or not telephone exchange was specified. 
Representative Information 

Displays the dealer number and name, branch number, representative number and 
name as well as the representative phone number. 

Establish Account(s) Electronically 

Press this button to format and transmit the new account information to the fund 
through the Web server. The accounts will be established in real time. The 
confirmation or remittance will include the trade reference code and account 
number established for each mutual fund selected. 



Display/Print Application (for Payment by Check) 

This button appears only if you selected Mail Check to the fund as the payment 
type on the Enter Investment Amount window and allows you to print a copy of 
the application to mail to the fund with the check. 
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Account Application Confirmation (ACH Payment) 

If the shareholder is establishing an account via ACH, an Account Application 
Confirmation window appears. 




Account Application Confirmation 



Registration Information 

This section contains the full registration (name, registration type and address) as 
well as the type of account, SSN, citizenship, business and home telephone 
numbers and e-mail address. 



Investment Selection 

Displays all the mutual funds selected where new accounts will be established as 
well as share class, initial investment amount, payment type, bank instructions 
and account numbers. 
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Display/Print Application 

Click this button to display a printable Account Application including the 
account numbers as well as spaces for shareowner signature(s) in a separate 
frame. 



Account Application Remittance (Payment by Check) 

The Account Application Remittance form will appear if the account is 
established electronically and the initial purchase will be settled by check. The 
remittance form includes shareowner account information, investment selections, 
and the new account numbers. The form should be printed and remitted to the 
fund company along with the shareowner* s check. 



v Account Setup -- Individual Male • Mtcioiolt Intel 
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Account Application Remittance 



Registration Information 

This section contains the full registration (name, registration type and address) as 
well as the type of account, SSN, citizenship, business and home telephone 
numbers and e-mail address. 
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Investment Selection 

Displays all the mutual funds selected where new accounts will be established as 
well as share class, initial investment amount, payment type, bank instructions 
and account numbers. 



Display/Print Application 

Click this button to display a printable Account Application including the 
account numbers as well as spaces for shareowner signature(s) in a separate 
frame. 



New Account Application/Adoption Agreement 

This window allows the operator to print a copy of the completed application 
including the fund-specific text, registration information, investment selections, 
new account numbers, account options, and an area for the shareowner's 
signature and date. 

For fiduciary accounts, the New Account Application includes beneficiary 
information and an adoption agreement. 
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New Account Application (Part II) 



Registration Information 

This section contains the full registration (name, registration type and address) as 
well as the type of account, SSN, citizenship, business and home telephone 
numbers and e-mail address. 
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Investment Selection ^ 

Displays all the mutual funds selected where new accounts will be established as 
well as share class, initial investment amount, payment type, bank instructions 
and account numbers. 

Display/Print Brokerage or Suitability Application 

If you completed a brokerage or suitability application during new account setup, 
you can display or print a copy of the form by clicking this button. 
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